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This schedule applies t®epartment of Labor & Industries

Scope ofecordsretention schedule

This records retention schedudithorizes the destruction/transfer dhe public records ofhe Department of Labor & Industries, which is dedicated to the safety,
KSIfGK FTYyR &aSOdz2NAGEe 2F 21 aKAy3Iiz2yQa odH YATEfA2Y 62N SINEGS § X3 LI RKYSAf yLA&S (S
g 2 NJ 8rireatidh system; provides medical and limited wag@acement coverage to workers who suffer jabated injuries and iliness; creates rules and
SYF2NOSYSyid LINRPAINIYa (2 KStLI Syadz2NB g2 NJ S MEorklIhdB ard_limited® and kat éonsiinfeS are proeled? &
from unsound building practice3he schedulés to be used in conjunctiowith the State GovernmentGeneralRecords Retention SchedulBGGRRSwvhich
authorizes the destruction/transfer gfublicrecords common to all state agencies.

Disposition of public records

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specified in this dtedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum ne¢eiatibfor the
efficient and effective management of state resources.

Publt records designated @s! NJ @arddndniRetentionf must not be destroyed. Records designatediéshival(Appraisal Requireéd)must be appraised

by the Washington State Archives before dispositRuiblic records must not be destroyed if they are subject to ongoing or reasonably antidifgtgbn. Such
publicrecord¥dza it oS YIylF 3SR Ay | O0O2NRIyOS gA0K GKS | 3SyOeQa LRt A Otheyare subjet LIN
to an existing public reeds request in accordance witthapter 42.56 RCWSch public recordy’ dza & 6S YIFylF 3SR Ay | O02NRI yOS
procedures for public records requests.

Revocation of previously issued records retention schedules
All previoudy issued records retention schedules to thepartment of Labo& Industriesare revoked TheDepartment of Labor & Industrieaust ensure that
the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved bySteteRecords Committee in accordance with RCW 4050%n June 3 2(20.
Signature on File Signature on File - Signatureon File
For the State Auditor: Forthe Attorney General: For theOffice of Financial Management The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Steve Excell
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REVISION HISTORY

Version Date of Approval Extent ofRevision
1.0 March 14, 2012 Consolidation of all existing disposition authorities (with some minor revisasjour new records series
1.1 September 5, 2012 | Minor revision.
1.2 December 4, 2013 | Minor revisions to the Industrial Hygiene Laboratand Lab Analysis section.
Minor revisions to the All Offices; Industrial Hygiene Laboratory and Lab Analysis; Special Compliance Serv
1.3 September 3, 2014 : . . o .
Customer Service ProgragtRegional Service Locations; and Legacy sections.
Addition of a new Structured Settlement section and minor revisions to the Consultation Program and Eleval
1.4 December 3, @14 .
Program sections.
1.5 June29, 2016 Minor revision taothe DOSH, Technical Servicesction
1.6 December 7, 2016 | Minor revisions to theSpecialty Compliance Serviege8pprenticeship section.
1.7 Augustl7, 2017 Minor revisions and formatting corrections throughout the schedule.
1.8 June 6, 2018 Minor revisions to the Insurance Services and Occupational Safety and Health sections.
1.9 June 32020 Minor revisions to Claims Administration Training section and Explosive Licenses section.

For assistance and advice in applying this records retention schedule,

please contacthe Department of Labor & Industri€&s wS O2 NRa h T T A C
or Washington State Archives at:
recordsmanagement@sos.wa.gov
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1. ALL OFFICES

This section covers records relatingpi@gram area advisory boards and committee meetirigutes and files which include external stakeholders; program
area continuing education courses, and confidential medical records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\ITTISII\IAA&\'T?ON DESIGNATION
NUMBER (DAN]}

91-04-47807 | Collection Account Files Retainfor 12 years afterihal | NONARCHIVAL

Rev. 5 Provides documentation of all employers, contractors, and citations and infractions i action has been taken on for Eii*:’tgrg‘euélr-)
with outstanding fees. The records are deemed finaled uncollectible, unresolved, or | account OPR y

revoked, and the collection process has been activated. then
The records may includbut are not limited to: Destroy.

Suspension packets;

Legal documents;

Proof of service;

Final notice and order of assessment;
Director Compromise;

Warrants filed with Superior Court;
Foreignjudgments;

Notes;

Copy of original infraction or citatipand,
Personal liability assessments and documentation/packet with vujitend proof
of service.

Excludes records covered Audits and Investigations (DAN-02-51335)

=4 =4 =48 -4 -8 _a_a_°a_4a_-2°
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACI:\]T?ON DESIGNATION
NUMBER (DAN)
12-03-68230 | L&l Program Area Continuing Educati@ourse Material Retainfor 6 years after: NONARCHIVAL
Rev. 0 Provides documentation of all L&l program area continuing education course materig 1 Course expiredyr NON%SPSRENHAL
program areas have different approval processes for their course material and may n f Curriculum Review
require the same documents be maintained as another programrggsunay expire at Committee Decision
various times, such as two or three years. Made, or
Indudes, but is not limited to: 1 Course Completion
1 Applications; Date,or
1 Fees paid: 1 Calendar Year,
1 Course outlines whichever is applicable
T Instructor qualifications then
1 Class rosters; Destroy:
1 Course material approved or disapproved,;
T Course material created specifically by the program area;
9 Proof of attendance.
92-12-51666 | MedicalRecords (Confidential) Retainuntil orders final and NONARCHIVAL
Rev. 2 Copies of patient medical records reviewed during peer reviews, audits, or other blnd_lng, investigation or NONE;'\SAENTIAL
SOrfdz2 GA2yad t SNJ w/ 2 pmdbocdmMmnomy s W¢ { auditcomplete
representative, shall destroy all copies of patient medical recordseiin fossession upon then
O2YLX SGA2y 2F GKS FdzZRAGE Ay@Sadadal GAQ)Destroy.
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2. DIRECTORZFFICE OFFICE NUMBER 100

This section covers records relatingthe Annual Workers Memorial Service, the Ombudsman Officettanedgency Wellness Program.

See theState Government General Records Retention Schisdiddditionalexecutive managementcords serieslong with recordselating toLegislative
Relations, Communications, and Mail Services.

DISPOSITION
AUTHORITY
NUMEER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

09-01-61902
Rev.0

Workers Memorial Service Files

Provides documentation of the Workers Memorial Service, held once a year in the sg
to honorindividuals who were killed on the job in Washington State

Includes, but is not limited to:

Invitation letters

Invitations

Posters

CGopies of email correspondence

Agendas

Copies of handouts and/or presentations

Pictures

DVDs o service.

Note:Records will not include any personal identifiable information, such as claim file
information, home addressetglephone numbers, etc.

=4 =4 -4 -4 _a_a_°a_2

Retainfor 6 years afterend
of calendar year

then

Transferto Washington State
Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required
NONESSENTIAL
OPR

2.DIRECTORS OFFIQ
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21 OMBUDSMANS OFFICEBFFICE NUMBER 106

The activity relating to the Sdlfisurance Ombudsmans Office.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\I{EI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
10-12-62347 | Ombudsman Files Retainfor 1 year afterend of | NONARCHIVAL
Rev.0 The Ombudsman Office is an advocate for injured workers ofrelfed employers per | fiscal year NONESSENTIAL

chapter51.14RCW They offer and provide information on industrial insurance to their| then OFM

clients and identify, investigatend facilitate resolution of industrial insurance complaint pestroy,
from injured employees.

All communication is considered privileged and confidential and disclosure is prohibit
per RCW 51.14.370. Documentation may include but is not limited to: authorization f
correspondence, notes, and copies of medical files. Statisticalislataintained for

annual reporting purposes to the Governor. The records series used for the annual r¢
isDANGS 15008.

Only Ombudsman files in which the investigation is closed, or the informational respa
is complete, will be destroyed.
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3. RISK MANAGEMENT AND INTERNAL SAKEHRCE NUMBER 220

This section covers records relating to insurance, Federal Emergency Management files, ergonomics, Occupational Sadtty AdmhiHistration 300 files,
and job hazard analysis.

See theState Government General Records Retention Schisdtiddditional records series relating to risk management, vehicle management, and security.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIQEBESII\ITTISDI\,J\I:CI:\IT?ON DESIGNATION
NUMBER (DAN]
09-05-62022 | ErgonomicAssessments for Agency Business Areas Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic assessments for specific business areas comy Superseded NON%SPSRENT'AL
upon request. Documentation includes but is not limited to assessment review and fit  then
recommendations. Destroy.
09-05-62021 | Ergonomic Consultations for Agency Staff Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation of ergonomic consultatiame for all agency staff. employee either transfers, NON%SPSRENT'AL
Consultations are done on request by either the ergonomic coordinator or a trained g retires, or leaves state
Documentation may include but is not limited to: completed consultation form, final | Service
recommendations and correspondence. then
Destroy.
09-05-62024 | Job Hazard Analysis Files Retainfor 3 years after NONARCHIVAL
Rev.0 Providesdocumentation of job hazard analyses done for each division or unit in the | Superseded NONE;'\SAENT'AL
agency. The analysis is an overview of possible employee hazards for a particular jol then
or section. This reporting process is done approximately every three years. Destroy.
3. RISWIANAGEMENT
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
99-11-59344 | Risk Management, Federal Emergency Management (FEMA) Files Retainfor 3 years afterfinal NONARCHIVAL
Rev.l Provides documentation of L&laims, following disasters, against FEMA and claims | Payment received NON(E;’\SAENT'AL
resolution. then
Note: 44CFR Part 206 states that documentation grant recipients must maintain financial| Destroy.
program records for thregears following final payment for FEMA auditing purposes.
99-11-59343 | Risk Management Insurance Files Retainfor 2 years aftempolicy | NONARCHIVAL
Rev.1 Providesdocumentation of insurance information, such as coverage summaries and ¢ renewal date NON(E;RSAENT'AL
of billing invoices. then
Note: The Department of Enterprise Services Risk Management Office maintains copies | Destroy.
originalinsurance policies and manages all insurance claims. L&l have no originals and g
responsible for initiating or reapplying for the policy.
3. RISKWANAGEMENT
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4. ADMINISTRATIVE SERVICES DIVISOBINICE NUMBER 900

This section covers records relating to the administrative duties of managing a state agency.

See theState Government General Records Retention Schisdtiddditional records series relating to facilities management, contracts and purchasing records,

forms management, public disclosure, publishing, records management, and financial management.

41 RESEARCHW DATA SERVICASMINISTRATIONOFFICE NUMBER 953

The activityrelating to program specific studies.

See the State Government General Records Retention Schedule for additional records series relating to general ageretyoadminist

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEEEII\I'I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN]
98-01-58223 | Research and Data Services (RDS) Study Documentation Retainfor 15years afterend ARCHIVAL
Rev.2 Provides documentation on program specific studies related to projects and pilots to | Of study (Appraisal Required
. . . . . . . NONESSENTIAL
improve agency operations. The information compiled contains research and analysi{ then OPR
projects/pilots and is used for future studies conducted by RDS. Records may imalud¢ Tyansferto Washington State
are not limited to: data files from administrative data and surveys, codes used to con{ archives fomppraisal and
data analysis, documentation of data elements, data gathered relating to practices of| se|ectiveretention.
other statesas they relate to agency operations (fact findinggs of poject events,
timelines, draft reports with tracked changes and stakeholder comments, and final
reports.
4. ADMINISTRATIVE



S n S Department of Labo®& IndustriesRecords Retention Schedu
Office of the Secretary of state Version 1.9June2020

Washington State Archives

4.2 RESEARCH AND DATA SERVICES ADMINISTRRIOREM\U OF LABOR AND STATISTICS (BLS) INFORMAT
OFFICE NUMBER 953

The activityrelating to data on injury, iliness and fatalities gathered through a cooperative effort between the federal Burehorobtatistics and

L&l
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN)
74-09-06926 | Bureau of Labor Statistics Survey File Retainfor 3 monthsafter NONARCHIVAL
Rev.6 Provides documentation of injuri@nd/or illnesses in workplaces as reported by release of case and NONESSENTIAL
employers. demographic data (annually OFM
Note: Confidential. in November)
then
Destroy.
08-08-61812 | Census of Fatal Occupational Injuries (CFOI) Files Retainfor 1 year afterend of | NONARCHIVAL
Rev.l Provides documentation of Washington workplace fatalities. collection calendayear NONE;'\SAENT'AL
Note: Confidential per the signed agreements betwleghand the US Department of Labor then
Occupational Safety and Health Statistics Program Cooperative Agreement under sectio] Destroy.
the Washington State Department of Health agreement under sections V and VI.
08-06-61790 | Occupational Safety and Health Statistics (OSHA) Progga@ooperative Agreement Retainfor 3 years afterend ARCHIVAL
Rev.0 Agreement between L&I and the US Department of Labor fop#récipation in the of federal fiscal year (Appraisal Required
. . . . NONESSENTIAL
Survey of Occupational Injuries and llinesses and Census of Fatal Occupational Injul  then OPR
program. Transferto Washington State
Archives for appraisal and
selective retention.

4. ADMINISTRATIVE
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5. INSURANCE SERVICESIDION; OFFICE NUMBER 501

This section covers records relatingatctuaries, Industrial Insurance claims, claims training;I8slfrance, Crime Victims, Employer Services, Health Service
Analysis, and Safety and Health Assessment and Research for Prevention.

See theState Governnmat General Records Retention Schefloledditional records series relating egal services and executive level records regarding policy,
studies, quality performance and improvement, interpretive and policy statements

5.1 ACTUARIAL SERVIGEXFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranacge cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggll\gi)ol\lj\lﬁcl:\lT?ON DESIGNATION
NUMBER (DAN]
11-04-62438 | Annual Rate Documentation Retainfor 5 years afterend ARCHIVAL
Rev. Provi mentation an velpemium rates. of quarter (Appraisal Required
ev.0 ovides documentation and data to develpmium rates o NONESSENTIAL
. OFM
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59293 | Class Experience By Subclass Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation for exposure and loss incurred by subclass for theéive of of calendar year NONE)IS:;ENT'AL
experience used by ratemaking. then
Destroy.
99-09-59294 | Experience Rate Plan Retainfor 10 years after end| NONARCHIVAL
Rev. 1 Provides documentation on experience rating by size of firm and size of experience | Of calendar year NON%S:QENT'AL
modification factors. then
Destroy.
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5.1 ACTUARIAL SERVIGEXFFICE NUMBES02
The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranace cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
84-06-34074 | L&IBasic Forecasts Retainfor 3 years after end ARCHIVAL
Rev.2 | Provides documentation for budget, planning and Industrial Insurance assessment rg Of calendar year (Appraisal Required
then NONESSENTIAL
_ OPR
Transferto Washington State
Archives for appraisal and
selective retention.
84-06-34007 | Overall Loss Reserve2nd Quarter¢ Fiscal Year End Retainfor 20 years after end| NONARCHIVAL
Rev. 2 Provides overall documentation and data to develop yea claims reserves. of fiscal year NON'(EDSPSRENT'AL
then
Destroy.
84-06-34011 | Overall Premium and Base Rates Retainfor 10years afterend ARCHIVAL
Rev.2 Provides documentation of methods and results of calculations in fund level adjustm¢ ©Of calendar year (Appraisal Required
: . . . ) NONESSENTIAL
in premium rates, and parameters and steps used in setting manual rates byistal then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
99-09-59287 | Pure Premium Review Retainfor 5 years after end NONARCHIVAL
Rev. 1 Provides documentation establishing Industrial Insurance and medical aid baseyates ©f calendar year NONgIS:fAENT'AL
class. then
Destroy.



SNS

Office of the Secretary of State
Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu
Version 1.9June2020

5.1 ACTUARIAL SERVIGERFFICE NUMBES02

The activityrelating to the actuarial and financial functions of the State Fund, recommending premium rates for industrial insuranace cove
establishing liabilities for industrial insurance benefits and expenses, and measuring and analyziieg indroperational performance

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
84-06-34009 | Retrospective Rating Rate Documentation Retainfor 7 years after end NONARCHIVAL
Rev. 2 Providesdocumentation and data to develop quarterly rate tables. of quarter NON%SPSRENT'AL
then
Destroy.
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Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510
The activityrelating to receiving and managing all state fund industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|FSQ|EQESI|\I1II(§)[\IJ\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN)
07-09-61619 | Industrial InsuranceCompensable (Time Loss) Claim Fij&tate Fund Retainfor 75 years after last| NONARCHIVAL
Rev.1 |52 0dzy8ydtdAzy LISNIFAYAY3 G2 GKS LINE OS2 claimclosure ESSENTIAL
. S L . . . . . (for DisasterRecovery)
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging systemQRION, with some data maintained in the electronic Destroy.
application LINIIS.
07-09-61620 | Industrial Insurance NoitCompensable (Medical Only) Clafiesg State Fund Retainfor 40 years after last| NONARCHIVAL
Rev.1 |52 0dzySyidtGAzy LISNIFAYAY3 G2 GKS LINE OS g claimclosure ESSENTIAL
. R L . . . . . (for DisasterRecovery)
for an industrial insurance injury or illness. Media: Paper copies imaged into approve| then OPR
electronic imaging system, ORION, with some data maindaiméhe electronic Destroy:.
application LINILS
09-01-61920 | Opioid Prescription Report Retainfor 2 years after end NONARCHIVAL
Rev.1 Electronic report which identifies claims thapioid prescriptions have been paid in the of month NONEIS:;ENT'AL
last four months. Unit supervisors and/or claim staff review the report monthly, addin¢ then
comments regarding the status of the claim when necessary. Report is managed b | pestroy,
hLISNF A2y al ylr3aSNRa aSONBUOUINARSaED ¢KAA
purposes.
Note: The electronic copy is the original. All paper copies are considered secondary and
destroyed when no longer needed un®&NGS 50005.
- e e
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5.2 CLAIMS ADMINISTRATIQNFFICE NUMBER 510
The activityrelating to receiving and managing all state fund industrial insurance claims.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
88-03-41809 | Hardcopies of Industrial Insurance Claims Fit&Sompensable/NorCompensable Retainfor 75years aftedast NONARCHIVAL
Rev2 |LyOfdzRSa Ftf R20dzySyda LISNIFAYAy3 d2 (claimclosure ESSENTIAL
. . . L . . (for DisasterRecovery)
claim filed for an industrial injury or illness prior tmé 1994. then OPR
Destroy.
88-MF41810 | Industrial Insurance Compensable/Nebompensable Claims FileMicrofiche Retainfor 75years aftedast NONARCHIVAL
Revd |LyOf dRSa Fft R20dzySyda LIBSNIFAYAy3I G2 (claimclosure ESSENTIAL
. . . L . . (for DisasterRecovery)
claim filed for an industrial injury or iliness prior to Juré94. then OPR
Destroy.
93-11-53227 | Hardcopies of Industrial Insurance Claim FiteSompensable/NorCompensable Retainfor 75 years after last| NONARCHIVAL
Rev.1 |LyOf dzRSa Fft R20dzySyida LIBSNIFAYAy3I G2 (claimclosure ESSENTIAL
. . . L . . (for DisasterRecovery)
claim filed for an industrial injury or iliness prior to June 1994. then OPR
Destroy.
- e S
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Version 1.9June2020

5.3 CLAIMS ADMINISTRATIQRBLAIMS RAINING AND COACH/MENTORING YRHFICE NUMBERS 561 AND 5¢
The activity relating to developing, communicating and implementing internal palicidsIN2 A RAy 3 Of F AaNR2Y (NI Ay
Adjudicator program and claims managers traiagtne curriculum for the initial and ongoing training of L&l staff on claims issues, and

coaching/mentoring new claims staff

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQEII\ITTIL?I\II\I:CI:\IT?ON DESIGNATION
NUMBER (DAN)
10-06-62224 | Claims Administration Training and Apprenticeship Program Records Retainfor 4 years after NONARCHIVAL
Rev.2 Records include all participant documentation throughout then@nth Apprenticeship either: E_SSENTIAL
.. . . .. . . (for DisasterRecovery)
program and any other training program established for claministration staff 1 Journeyman status is OFM
Apprenticeship dcumens may include but are not limited to: achieved or
T Work checking documertts 1 removed from training
1 Feedback reports program
T Submittal forms then
1 Coa-lc.h monthly logs Destroy.
I Training rosters;
1 Related supplemental instruction (RSI) and On the job training (OJE) hour
1 Joint Apprenticeship and training committee JATC) documents;
1 Washington State Apprenticeship Training Council (WSATC) reports, change
status and minutes.
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Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

5.3 CLAIMS ADMINISTRATIQRBLAIMS RAINING AND COACH/MENTORING YRHFICE NUMBERS 561 AND 5¢
The activity relating to developing, communicating and implementing internal palicidsIN2 A RAy 3 Of F AaNR2Y (NI Ay
Adjudicator program and claims managers traiagtne curriculum for the initial and ongoing training of L&l staff on claims issues, and
coaching/mentoring new claims staff

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBESII\ITTIL?I\II\I:CI:\IT?ON DESIGNATION
NUMBER (DAN]
10-06-62225 | Claims Training and Coad¥Wientoring Program Working Files Reain until no longer NONARCHIVAL
Rev.1 Trainers andcoach mentos documentraineesclass participation, work quality checklist| needed for trainers and NON(E)IS:;ENTIAL
and classroom feedback in the-honth claim training program. Trainers and coach coachmentors
YSYG2NBE Y2yAU2NI GKSANI aGdzRSy daQ LINE I NX then
Documentation may include but is not limited to: Destroy.
1 Monthly Logs;
1 Classroom feedback sheets and work checklist form;
1 Reporting hours;
1 Training calendars.
12-03-68234 | Training Program History Files Retainfor 25years after end | NONARCHIVAL
Rev.2 Provides documentation dhe development and use of instructional and-the-job of calendar year NON%iiENT'AL
material for the training of claims staff then
May Include but is not limited to: Destroy.
1 Lesson plangcurriculum);
1 Instruction manuals;
1 Other related correspondence.
e i
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5.4 CLAIMS ADMINISTRATIQRUALITY ASSURANGCEFFICE NUMBER 562
¢CKS FOGAGAGE NBtFdAYy3a (2 O2yRdzOGAY 3 &aSNIBAOS LISNF 2 NI I ¢ldn®, ahddgpesial
internal projects.

DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIFS{IEQES,I\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
10-12-62348 | Quality Assurance Claims Review Retainfor 2 years after end NONARCHIVAL
Rev. 0 Provides documentatioof evaluations and special review of state fund claim adjudica{ of quarter NON(E)IS:;ENTIAL
records Records include but amot limited to: quality assurance review forms and then
statistical reports Destroy.
10-12-62349 | Quality Assurance ReviewSpecial Projects Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentationf special internal projects requested by business area or project review is complete NON%IS:%ENT'AL
program managerSubject matter may include but is not limited to: reopening of claimg then
occupational disease, and wage calculasio Destroy.
Excludes records covered by:
9 State Publications (DAN GS 15008)
1 Studies (Major}; Final Reports (Unpublished) (DAN GS 10016)
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5.5 INTEGRATED CLAIMS SERVICESAL SERVIGESHIRD PARTYSTRUCTURED SETTLEMEDNHFICE NUMBER
936
The activity relatingt@dd SS1 Ay 3 NBO2@SNE 2F RIYF3ISa FT2N I ¢ 2anehc ohdeéhalfoffe danpyeear
GKS SYLX 2SS (KSvyaStg@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
97-03-57532 | Legal Documents Concerning Third Party Action Working Files Retainuntil action resolved NONARCHIVAL
Rev.1l Provides documentationf personal injury actions, mediation and court appearance to| then NONESSENTIAL
: ) . ) > _ I . OFM
resolve third party claimdvay include but is not limited to: mediation briefs and Destroy:.
attorney/client-privileged communicationg-inal Mediation Disposition is scanned into t
claim file and retained for 75 years undedustrial Insurance Compensable (Time Loss
Claim Fileg State FUundDAN 0709-61619).
97-03-57530 | Special Assistant Attorney General (SAAG) Lists Reain for 6 years after end NONARCHIVAL
Rev.1 | Provides documentationf private attorneys assigne8AAG status for third party of calendar year NON'(E;%ENT'AL
litigation. Documentation includes correspondence and SAAG lists sent to the Washii then
10-06-62204 | Third Party Tracking System Retainuntil 6 years after NONARCHIVAL
Rev.0 Provides documentatioof third partyfiles in their various stageblsed as a trackiripol | &ction resolved NONESSENTIAL
. . . . . . OPR
to capture key information about the cases, including fiscal documentation then
Destroy.
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5.5 INTEGRATED CLAIMS SERVICESAL SERVIGESHIRD PARTQYYSTRUCTURED SETTLEMENFICE NUMBER

936
The activity relatingt@dd SS1 Ay 3 NBO2@SNE 2F RIYF3ISa FT2N I ¢ 2anehc ohdeéhalfoffe danpyeear
GKS SYLX 2SS (KSvyaStg@dSa gKAES Ffaz2z NBOSAGAY3a 22NJSNEQ /2YLISyal

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(TJE'I\'TTISJI\II\':&\'T?ON DESIGNATION
NUMBER (DAN]}

14-12-68724 | Structured Settlement Application or Referral Negotiated and Ndagotiated Retainuntil 6 years after NONARCHIVAL
Rev. 0 Provides documentationf Structured Settlement application or referral for negotiated | action resolved NON%SPSRENT'AL
and nonnegotiated agreementdf a contract is negotiatedhe Board Settlement then

Document (BSD) and the Claims Resolution Structured Settlement Agreement (Cont| pestroy,
are imaged into Orion and maintained in the claim file.
Documents may include, but aneot limited to:
1 Original application;
1 Email referral;
1 Income and Expenses form;
1 Summary Templates that document review of the claim;
1 Settlement Recommendation that supports the presentation for approval or
denial;
Copies ofreports of accident, allowance orders and casgerves from original
Orion file;
Notes during discussions leading to decision;
Communications to affected parties;
Internal communications to clarify position;
Best interest declaratign
Board settlement documents;
Claims resolution structured settlemeagreement;
Beneficiary designation;
Request for withdrawal from structured settlement

=
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5.6 INTEGRATED CLAIMS SERVICESAL SERVIGHZOLICYX OFFICE NUMBER 560
The activity relating tdnistorical recordO NS I G Ay 3> AYLINRGAY3I | YyR dzLJRFGAY3I 22NJSNEQ / 2Y

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

10-06-62223 | Policy Program History Files

Retainfor 25years after end ARCHIVAL

Rev.l Provides documentation dfistorical records such die creation and updating of policie ©f calendar year (Al\‘ljgr;izas' géqN“T"lfL
and procedures, and projects related to the mission of the Policy program. then OPR

Transferto Washington State
Archives for appraisal and
selective retention.
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Washington State Archives

5.7 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRM@CATIONAL DISPUTE RESOLILTOBNICE

NUMBER 513
TKS | OGAGAGE NBEFGAY3I (G2 NB QA Rbak yha dirgctoOraked tBeyfihaf decRidng bhaded énihose yecoiniedda

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET';Q\T‘:QT?ON DESIGNATION
NUMBER (DAN]}

08-03-61780 | Dispute Tracking Systeatabase Retainfor 6 years after end NONARCHIVAL
Rev.0 Electronic Access database tracks every vocational dispute filed by a claimant includ ©f calendar year ESSENTIAL
. . . . . . - (for DisasterRecovery)
not limited to: when the dispute was received, the vocational services specialist the then OPR
dispute is assigned to and the final resolution. Destroy:.
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5.8 INTEGRATED CLAIMS SERVIRETSURN TO WORK PROGRARIVATE SECTOR REHABILITATION SERVIC

OFFICE NUMBER 514
The activity relating to Vocational Rehabilitation Counselors (VRGER +w/ aQ | dzRAG aSt SOlGA2y LINROSaa
Industrial Insurance claims.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
08-12-61981 | Audit Selection Plas for Vocational Rehabilitation Counselor (VRC) Retainfor 5 years after end NONARCHIVAL
Rev. 0 Provides documentatioregarding why a VRC was audit&tiese records are used as a | ©f calendar year NON(E)IS:E'ENT'AL
risk management tool to determine which VRCs may be audited in the following year| then
Note: These records do not contain audit working papers or audit reports. Destroy.
08-12-61980 | Vocational Rehabilitation Counselor (VRC) and Intern Application Records Retainfor 25years afterend NONARCHIVAL
Rev. 0 Documentation tracks all incoming VRC and Intern applications by recording the datg ©f calendar year NON%SPSRENT'AL

application is received, date sent to Provider Account, provider number, dé¢eeshinto then

electronic system LINIIS, date informational letter sent oysrtavider and login ID if Destroy.
needed Documentation also includes all records regarding the assignment of provide
f23Ay L5a 0KNRdAzZAK2dzi | LINPJARSNRAa f AT
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5.9 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRAREFERRED WORKER PRO@GRANHAICE
NUMBER 515

The activity relating taffering employers financial incentives to hire qualified injured workers who are unable to return to the employer wherg
industrial injury/occupational disease occurred.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(TJE'I\'TTISJI\II\':&\'T?ON DESIGNATION
NUMBER (DAN]}

98-10-58815 | Preferred Worker Statistics Retainfor 6 years afterend NONARCHIVAL
Rev. 1 Provides compiled documentation of employers, employees, and vocational service | Of calendar year NON%SPSRENT'AL
specialists that participate in the preferred workgogram. then
Destroy.
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5.10 INTEGRATED CLAIMS SERVIRESURN TO WORK PROGRAMERAPY SERVICES, WORKSOURCE PROG

OFFICE NUMBERS51
The activity relatingt& NB2 Yy 2 YA O O2yadzZ GFrGA2ya GKFEG Y@ 2N YFé y2G 0SS NBtI
Services Specialists records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSO DESIGNATION
96-06-56866 | Therapy Services Non-Claim Ergonomic Consultations Retainfor 6 yeas after NONARCHIVAL
Rev. 2 Documentation created from an ergonomic worksite consultation, and recommendati| feferral closure date NON%SPSRENT'AL
that are not related to amndustrial insurance claim. then
Note: Claimrelated consultations are retained undadustrial Insurance Compensable (Til Destroy.
Loss) Claim FilesStateFund(DAN 0709-61619)
10-05-62196 | WorkSource Vocational Services Specialist Working Files Retainfor 5years after NONARCHIVAL
Rev. 0 The WorkSource Vocational Services Specialists (VSS) providergkilbf vocational referral closure date NONE)IS:;ENT'AL

services¢ KS& LISNF2NY aidlyRFEf2yS 2206 |yl &a then
assist workers to find jobs and improve their skills to increase employabit$ working Destroy.
files their skills to increase employabiliySS wdding files their skills to increase
employability VSS working files their skills to increase employabili§5 working files ma
include but are not limited to: case notes, vocational testanyy medical chart notes fron
the doctor, correspondence, argthool transcriptsThe documentation is compiled into
Y2y (GKfe& LINRPINB&ZA NBLR2NIX 6KAOK A& AYLl 3
years undetndustrial Insurance Compensable (Time Loss) Claing Bilate Fund(DAN
07-09-61619)

Note:Retention requirements per WAC 2D&A400.
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5.11 INTEGRATED CLAIMS SERVIECENSIONGPENSIOBENEFITEOFFICE NUMBBR4A
The activity relating tavorkers or their families who receive pension benefits if their injury prevents them from ever becoming gainfully emmplg
their family receives benefits after an-thre-job fatality.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|FSQ|EQES,|\I1II(§)[\IJ\IAA(I;\ITI?ON DESIGNATION
NUMBER (DAN]
08-12-61952 | Department of Retirement System FilesNo Claim Retainfor 25years after NONARCHIVAL
Rev. 0 Provides documentation regarding the determination of entitlemfarta onetime review process complete NON%SPSRENT'AL

benefit of $150,000 to the relatives of individuals who died on the job classified undel then
PERS,SERSand TERSA & A& | &4SLI NI GS SyGAdf SYSY pestroy
Compensation claim at the time of death.

08-12-61953 | Fatality Files¢ No Claim Retainfor 25years after ARCHIVAL
Rev.0 Provides documentation dhdividuals who died on the job btite accident is not covere( feview process complete (Al\li'gli'zas'z?;'ﬁz)L
under Title 51. then o
Documentation includes but ot limited to: Transferto Washington State
9 Death certificates; Archives for appraisal and
1 Obituaries; selective retention.

1 Newspaper articles covering the accident;
1 Investigation reports;
1 Information from the employer ofamily.

Note:Title 51 is the laws and regulations that govern worker compensation benefits.
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5.11 INTEGRATED CLAIMS SERVIECENSIONGPENSIOBENEFITEOFFICE NUMBBR4A
The activity relating tavorkers or their families who receive pension benefits if their injury prevents them from ever becoming gainfully emmplg
their family receives benefits after an-thre-job fatality.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQESII\IJI(?I\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN]
10-06-62217 | Pension Benefit Account Change Records Retainfor 6 yearsafter NONARCHIVAL
Rev. 0 Provides documentationf changes made to pension benefit accounts, including Socig eview complete NON%SPSRENT'AL
Security Administration (SSA) benefit coordinatiémpercentage of all changes are then
NEGASSESR FyR O2YLAESR Ayid2z | NBLRZNI dz pestroy
Office.
Working files include but aneot limited to:
1 Pension benefit change reports;
1 Special on time payments of pension benefit coordination reports;
1 Tracking spreadsheet;
1 Final monthlystatistic reports.
08-05-61784 | Pension Screen Reports Retainfor 1 month after NONARCHIVAL
Rev.0 |t NPOARSE | aylLaK2d 2F LISYaA 2 gnapsionidSuss monthly payment run NONE)SF?AENT'AL
to recreate pension file screens on anreeeded basisScreen shots are created once a | then
month; when a new screen shot is taken, it supersedes the former month. Destroy.
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5.12 CRIME VICTIM COMPENSATION PROGFR*WICE NUMBBRO

The activity relating tan individual who has suffered personal injury from a violent crime and receives compefieatitiee Washington State
Crime Victim Compensation Program to assist in paying expenses such as medical bills, loss of financial support, exjgeisesal

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(S\II\IAAC,:\ITI?ON DESIGNATION
NUMBER (DAN]
92-04-50266 | Crime Victim Compensation (CVC) Program Administrative Files Retainfor 6 years afterend ARCHIVAL
Rev.l Documentationincludes monthly and quarterly reports, administrative plans, policies, | ©f calendar year (Al\Fl)grliIEaSl g;qN“T”lfL
mission statements and procedures, and variausking files specific to the then OFM
administrative SeCtion Of CVC. Transferto Wash”']gton State
Records may also include, but aret limited to: Archives for appraisal and
q Statistics: selective retention.
i CVC steering committee meeting minutes and files;
1 Ad hoc meeting minutes andds;
1 Customer surveys and results;
1 Programrelated news clippings;
1 Projects;
1 Correspondence
08-09-61847 | Crime Victim Documentatiog No Valid ClainNumber on File Retainfor 2 months after NONARCHIVAL
Rev.0 | Documentation received by the sections within the Crime Victim Compensation Prog( €nd ofmonth NONE)IS:fAENT'AL
that cannot be matched to a filed claifRecords are researched anflit is regarding a bill] then
after 45 days a remittance advice is sent to the providerngpthat the bill was unpaid Destroy.
due to missing claim informatio™No notification is provided to senders of noiil
documents.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

I,DL\ILSJ'IF')SS:R-’FIITOYN DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
08-03-61778 | Bill Quality Assurance Files Retainfor 6 yearsafter end NONARCHIVAL
Rev. 0 Provides documentation pertaining to bill quality assurance files. of quarter NON%SPSRENT'AL
then
Destroy.
09-07-62069 | Crime Victim Claimg Medical Bills Retainfor 25 years after datg NONARCHIVAL
Rev. 0 Provides documentation of all medical bills received and processed on Crime Victim paid NON%SPSRENT'AL
claims. then
Destroy.
09-01-61921 | Data Entry Batch Cover Sheets Retainfor 6 yearsafter batch | NONARCHIVAL
Rev. 1 Documentatiorpfoyided on the cover sheets is entered into the Medical Information 3 completed NON'(EDS;?ENT'AL
Paymen{ @ 30SY o6alLt{0 SKAOK I OQUAQIGSa GKS | then
information from the medical bills can be keyed into the systBmcumentation onthe | pestroy,
cover sheets includes: Internal Control Number (ICN); the batch number; the beginni
and endihng document numbers; the total documents in the batch; the batch type and
accounting code; the date batch was activated and by whom; and the date keyed anc
whom. If any bills are deleted from the batch during processing, this is also noted on
coversheet.
92-04-50264 | Forensic#\ssault Exam Bills Retainfor 6 yearsafter bill NONARCHIVAL
Rev4 Provides dcumentationof authorized payment for medical exanhscludes medical processing complete NONE;%ENT'AL
reports. then
Destroy.
Page32of 120
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DESIGNATION

AUTHORITY DESCRIPTION OF RECORDS _RETENTIONAND
NUMBER (DAN]
92-04-5028 | Preliminary Payment Summary Reports Retainfor 6 yearsafter end
Rev. 3 Documentationincludesseveral fiscaleportsof all crime victim bills approved for of quarter
payment then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

08-05-61785 | Provider and Claimant Remittance Advices Retainfor 6 yearsafter end

Rev.1 | DocumentationLINE A RS& | RSGIFAf SR adzyyl NB 27F |ofcalendaryear
requestfor reimbursement during a specific payment cycle for Crime VictimsHiks then

original copy is an electronic report produced from the Medical Information Payment Destroy.

System (MIPS) and maintained electronically in an Electronic Operating SystenA(&D
indudes microfiche copies, which were no longer produced after July.2008

NONARCHIVAL
NONESSENTIAL
OPR

97-07-57851 | Provider Registration Records Retainfor 6 yearsafter

NONARCHIVAL
NONESSENTIAL

Rev.2 | Documentation ofprovider eligibility and certification to provide medical treatment and| Provider terminated o
mental healthservices to eligible crime victim claimantéedia: Originals are in paper; then
copies are scanned and imaged for reference purposes only. Destroy.
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5.13 CRIME VICTIM COMPENSATION PROGERAM PAYMENT UNJOFFICE NUMBBR1

The activity relating tahe documentation and processing of Crime Victim Compensation Claims medical bills.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\IT?ON DESIGNATION
NUMBER (DAN]
09-03-61947 | Reference Summary Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides documentation afpdates, changes, and deletions made to Medical Informatj Of calendar year NONESSENTIAL
Payment Systermg Crime Vidms (MIRC). then OPR
Records include but amot limited to: Destroy.
I Terminated provider numbers;
1 Tax verification;
1 1099 reporting;
1 Procedure code changes;
I Tax master reports;
1 Provider payment reports;
1 Ad hoc reports.
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5.14 CRIME VICTIM COMPENSATION PRO@GRAMIMS UNI¢ OFFICE NUMBBR2

The activity relating tahe processing and management of Crime Victim Compensation claim files.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION

NUMBER (DAN]
74-08-06757 | Crime Victim Claim File Retainfor 75years after NONARCHIVAL
Rev.4 Provides all documentation pertaining to a claim for an individual who has been injur¢ claim closed (or Eii*:’tgrg‘euélr-)
during the commission of eime andthe subsequent responsibilitiexf the State of then Y

. ~ < ~ P OPR
2 aKAy3G2yQa /NAYS +AO0GAYa /2YLISyal A4 pestoy

Includes, but isot limited to:

1 Application for benefits;
1 Medicalrecords;
1
1

Law enforcement records;
Claimrelated correspondence.
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relatingt® Y LIX 2@ SNJ 6 CANXO | OO02dzy G FTAES&as 22NJSNRQ /2YLISyalidrazy
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
05-03-60843 | Annual Rate Notices Retainfor 10 yearsafter end NONARCHIVAL
Rev.1l Documentation of notifications to employers of annual industrial insurance rate chang ©f calendar year NON%SPSRENT'AL
Media: formerlyon microfiche As of July 2008, rate notices are electronic. then
Destroy.
84-06-34101 | Class ansubClass Experience Retainfor 10 yearsafter end NONARCHIVAL
Rev.l Provides documentation of loss and exposure dataolicies that have suiccounts and | Of calendar year NON%SPSRENT'AL
display risk classification and salassification information then
Destroy.
10-01-62193 | Dividends Retainfor 6 yearsafter final NONARCHIVAL
Rev.0 Records include all documentation pertaining to the issuance of dividends to action taken NON%S;QENT'AL
policyholders. then
Destroy.
98-10-58817 | Employer Accounting Systems Enhancement (EASE) Adjustment Reports Retainfor 3 yearsafter NONARCHIVAL
Rev.l Provides documentation afdjustments of premiums and penalty/interest on employer| report date NONEIS:;ENT'AL
accounts then
Destroy.
e i
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5.15 EMPLOYEBERVICEOFFICE NUMBEBRO

The activity relatingt® Y LIX 2@ SNJ 6 CANXO | OO02dzy G FTAES&as 22NJSNRQ /2YLISyalidrazy
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN]
74-03-03623 | Employer Industrial Insurance Account Files Retainfor 6 yearsafter final NONARCHIVAL
Rev.2 Provides documentation of all firm files pertinent to the department of workers hours | &ction taken NON%SPSRENT'AL
premium payments in accordance with RCW 51.16.0@8&umentation for thdirm files then
includes but is not limited to: correspondence, appeals, and various repdetsia Destroy.
includes paper copies prior to May 2007; thereafter copies are electronic, with some
maintained in the electronic application LINIIS.
91-04-47808 | Employer Report of Hours for Industrial Insurance Retainfor 6 yearsafter end NONARCHIVAL
Rev.3 Provides dcumentation ofman hours worked, and the payroll and premium reported | Of quarter NON%?RENT'AL
and/or paid by employees. then
Destroy.
84-06-34089 | Experience Rating Calculation Adjustments Retainfor 10 yearsafter end NONARCHIVAL
Rev. 1 Provides dcumentation ofincurred losses for employers accounts for firm numbers. | of calendar year NON%SPSRENT'AL
then
Destroy.
10-01-62194 | Experience Rating Calculations Retainfor 10 yearsafter end NONARCHIVAL
Rev.0 Provides dcumentation ofincurred and expected losses for employers accounts by fir| 0f month NON'(E)SPSRENT'AL
number. Media: formerlyon microfiche In 2000, switched to CD and is now available then
electronically. Destroy:.
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5.15 EMPLOYEBERVICESOFFICE NUMBEBRO
The activity relatingt® Y LIX 2@ SNJ 6 CANXO | OO02dzy G FTAES&as 22NJSNRQ /2YLISyalidrazy

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
10-01-62195 | Potential Unregistered Employers Report Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 Provides dcumentation ofemployers who may not have been registered prior to a claj ©f month NON%SPSRENT'AL
being filed The report is reviewed by an Employer Services staff member and, if therg then
discrepancy, a copy is givamthe account manager for further revieW fraud is Destroy.
determined, the information is given to the Fraud Prevention Investigation section to
investigated.
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5.16 EMPLOYEBERVICERETROSPECTIVE RATINGFICE NUMBER4

The activity relating taan optional incentive program offered to employers to minimize their industrial insurance losses.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REVENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
84-05-33893 | Prospective Retrospective Rating Members Retainfor 2 yearsafter end NONARCHIVAL
Rev.2 Provides documentation which enables groups to see how they might fare under of calendar year NON(E)IS:;ENT'AL
retrospective rating. then
Destroy.
84-05-33895 | Retrospective Rating Enroliment FilesGroups/Individuals Retainfor 6 years after NONARCHIVAL
Rev.2 Documentation specific to retrospective enroliment, which includes but is not limited { resolution of all protests and for Eiiffrg‘eufgr-)
calculations, correspondence, coordinator contact records, account balance reports, appeals OPR y

membership, predominant risk reports, protests and appeals,@mdractual agreement.| then
Destroy.
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5.17 HEALTH SERVICE ANALYSIS ({8/A)CE NUMBEBRO

The activity relating ta seconebpinion program in Washington State.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
10-06-62216 | Chiropractic Consultation Files Retainfor 3 yearsafter NONARCHIVAL
Rev.0 Provides documentation of Chiropractors who voluntarily apply to perform second | @greement is terminated NON(E)IS:;ENT'AL
opinions oninjured worlers referred by their doctors. then
Records may include but anet limited to: Destroy.
1 Program application;
1 Copy of chiropractic license;
1 Continuing education credits;
1 Performance agreement;
1 Attestation letiers;
T Correspondence.
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5.18 HEALTH SERVICE ANALYSIS ¢(HHEXQLTHCARE POLICY AND PAYMENT MEGBEBEE NUMBER2
The activity relating tahe development gbolicies, payment methods and maximum fees used to pay healthcare and vocational providers wh
injured workers and crime victims.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

98-08-58656 | Provider Fee Schedule Documentation Retainfor 15years afterdate ARCHIVAL
Rev.2 Provides a record of the complete development of the provider fee schedules, which| Of publication (Al\rl’gr;i;as' SngqNu'iFrl?L
A Y Of dzR S ompehdafios pddarent codes, based on business needs and indust then OPR
standards Transferto Washington State
Records majncludebut arenot limited to: Archives for appraisal and

Correspondence selective retention.

Benchmarking documernts

Coverage decisions

Fee schedules

Extracts

Payment policies and billing instructigns
Web documents;

Work plans;

WAC changes

=4 =4 -4 -8 _a_98_°a_49_-2
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5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider qualitifich includes medical care provided by healthcare providers and
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\IT?ON DESIGNATION
NUMBER (DAN]
11-04-62455 | Claims Manager Complaint Tracking Files Retainfor 2 yearsafter NONARCHIVAL
Rev. 1 Provides documentation of complaints from Claims Managers regarding Independen tracking completed NON(E)IS:;ENTIAL
Medical Exams (IME) docterkamination reportsDocumentation may include but is not| then
limited to: emails, databases, spreadsheets, faxes or written corresponditecka: Destroy.
paper and electronic.
Regarding the cuoff, W¢ NI O1 Ay 3 / 2YLX SGSRQ YSIya f
been reviewed and no further action will be taken by the departmérfurther action is
required, the documentation becomes a part betrecords series titleBrovider Peer
Review and Complaint Files (DANO#162440)
98-08-58654 | Independent Medical Exam (IMProviders Retainfor 6 yearsafter NONARCHIVAL
Rev.1 Provides documentation of IME firms and individual providers that perform independs services end or final action NON'(EDSF;ENT'AL
YSRAOFt SEIFYAYIGA2YA T2N 2| a.Pacynitaioh may] completed
include but is not limited to: provider applications, inactivation of previservices, then
administrative action taken against provider based on complaints, orders of notice, | pestroy,
correspondence and litigation records.
Regardingthece2 T ¥ WCAY LIt | O A 2y dlon¥ &dt appealable, he
LINE @A RSN A& p&dindufi and, if @ppropBaesll terms of the settlement
agreement have been met.



DSNS

Office of the Secretary of State

Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider qualitifich includes medical care provided by healthcare providers and
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIEIEQESII\IJI(?I\II\IAAC’:\ITI?ON DESIGNATION
NUMBER (DAN]
11-04-62454 | Injured Worker Complaint Trackingiles Retainfor 3 yearsafter NONARCHIVAL
Rev. 0 Provides documentation of complaints from injured workers against Independent Me( tracking completed NON(E)IS:;ENTIAL
Exam IME) doctor®ocumentation may include but is not limited to: faxes, written then
correspondence, or secure message. Destroy.

Regardingthece# FFY We¢ NI Ol Ay3d O02YLIX SGSRQ YSIy
beenreviewed and no further action will be taken by the departméhturther action is
required, the documentation becomes a part of the records sé?iewvider Peer Review
and Complaint Files (DAN-04-62440).

77-10-20108 | Provider Account Records Retainfor 20 yearsafter NONARCHIVAL
Rev 5 Provides documentation of assigning payee numtermsedical and nommedical inactivation date NON'(E;%ENT'AL
providers and any related correspondence between L&Ithedorovider Payee numbers| then
are used to issue payments to providers for services provided to industrially injured | pestroy,
workers Media includes paper prior to July 2007, electronic copies scanned into ORI
and electronic information maintained in LINIIS.
08-06-61783 | Provider Account Statistical Reports Retainfor 2 yearsafter end NONARCHIVAL
Rev. 0 Documentationused for reference andompiling statisticsReports may include but are | of calendar year NONESSENTIAL
. - ) . OFM
not limited to: Lien Summary Report, reports of provider enrollment numbers, missing then
provider Social Security numbers, IRS Tax ID numbers, and the inactive Provider Ac{ pestroy,
Report.
e st
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5.19 HEALTH SERVICE ANALYSIS (HF5)VIDER CREDENTIALING AND COMPLIANEIEE NUMBBER4

The activity relating tahe management of provider accounts; provider qualitifich includes medical care provided by healthcare providers and
medical examiners or firms providing independent medical exams; billing audits; and continuing medical education senvilefigansd

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION ECORDS DESIGNATION
NUMBER (DAN| DISPOSITION ACTION
92-12-51671 | Provider Medical Bill Audits and Actions Retainfor 6 yearsafter NONARCHIVAL
Rev.2 Provides documentation gfrovider medical bill auditdDocumentation may include but i{ @ction final or investigation NON%IS:%ENT'AL
not limited to: complaint/referral; referral analysisprder and notice correspondenceand | completed
litigation recordsThis series does not include medical records; see DAIN-$2666. then

Regardingthece2 TFY W! OUnsBKSCRYLF NI YSK G Qa | Ol Destroy.
LINE A RSNNa RS0l KFIa o6SSy LI AR Ay ¥Fdz f
agreement have beenme® Ly @S a A3 GA2y [/ 2YLX SGSRQ
complaint/referral has been reviewed amw further action will be taken by the
department.

11-04-62440 | Provider Peer Review and Complaint Files Retainfor 6 yearsafter NONARCHIVAL

Rev. 0 Provides documentatioof professional peer reviews of treatment for quality and medi( @ction final or investigation NONESSENTIAL
necessityAlso includes provider quality of catemplaints/referralsDocumentation may | completed OPR
include but is not limited to: professional peer review report, agency report, order of then
notice or letter of concern, followap, litigation records, reconsideration reports, Destroy:.
monitoring report, complaint files, and inddual quality care complaints submitted abot
providers This series does not include medical records; see DAN-32666.
Regardingthece2 T FY W! OGA2Yy CAYIlIEtQ YSIya (KS
LINE A RSNR&a RSO0 nk if apprapriate \all téihsioRhe sefflentenizt
FANBSYSyld KI @S 0SSy YSiod WLY@SalGAIl GAz
complaint/referral has been reviewed and no further action will be taken by the
department.
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5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQRE&FICE NUMBEBR6

The activity relating tanaintaining the integrityof the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to support medical bills payment and management reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACI:\ITI?ON DESGNATION
NUMBER (DAN]
77-10-20112 | Annual Claimant History Profile Retainfor 25 yearsafter end NONARCHIVAL
Rev. 1 Provides a record of payments made to medical vendors by the claim number assign ©f calendar year NONESSENTIAL
. . - . N . . OPR
each industrially injured workeReport is maintained in an electronic systeailed then
Enterprise Output Solution (EOS). Destroy.
08-09-61868 | Completed W2 Forms for Staté&und Claimants Retainfor 7 yearsafter end NONARCHIVAL
Rev. 1 Secondary copies of completed-2vforms for individuals with active state fund claim filg Of calendar year NON%SPSRENT'AL
Copies are kept in case of loss by customer. then
Destroy.
89-10-45074 | Electronic Media Claims (EMC) Bill Reports Retainfor 6 yearsafter end NONARCHIVAL
Rev5 Documentation provides an audit trail for multiple insurer format bills processed by of month NON'(EDSF;ENT'AL
Medical Information Payment System (MIABg¢ludes but is not limited to: L&l LAN then
processing reports, EMC preprocessing reports, and MIPS processing.répess Destroy:.
reports are received and maintained electronically.
80-01-24085 | Firm Statement of Awards Retainfor 25 yearsfter end NONARCHIVAL
Rev. 1 Monthly statement to employers detailing payments made to medical and miscellane| ©f month NONESSENTIAL
. . . . N . OPR
providers The report is brokedown by claim numbelReport is maintained in an then
electronic system called Enterprise Output Solution (EOS) Destroy:.
< v m—
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5.20 HEALTESERVICENALYS(HSA)X TECHNICAL OPERATIQRE&FICE NUMBEBR6

The activity relating tanaintaining the integrityof the Medical Information Payment System (MIPS), and the maintenance of all claimant data

necessary to support medical bills payment and management reporting.

I?’-\ILSJ'IF')gg:R-’rIITOYN DESCRIPTION OF RECORDS RETENTION AND DESGNATION
NUMBER (DAN) DISPOSITION ACTION
92-03-49964 | Mass Adjustment Operational Records Retainfor 6 yearsafter end NONARCHIVAL
Rev.2 Provides documentation of detail reports in the Medical Information Payment System of week NON%SPSRENT'AL
(MIPS) files and mass payment adjustment transactions. then
Destroy.
08-09-61867 | Reference Update Summary Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Providesdocumentation of updates, changes and deletions made to MIPS of month ESSENTIAL
then (for DisasterRecovery)
OPR
Destroy.
89-10-45066 | Remittance Advices Retainfor 25years after NONARCHIVAL
Rev.l Provides detailed records of-bionthly payments made medical vendors for every other month (bi NONESSENTIAL
industrially injured workersReport is maintained in an electronic system called Enterp monthly) OPR
Output Solution (EQS). then
Destroy.
03-04-60514 | Service Request Release Documents Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Provides documentation of all supporting test plans, test scripts, test results including ©f month NON%SPSRENT'AL
exception logic, new reports, and screen layouts dath elements of then
modifications/enhancements made to MIPS. Destroy.
Page46 of 120
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5.21 SELHNSURANCECERTIFICATION SERVICHI-ICE NUMBBR2

The activity relating tahe management of qualified seffy & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINRPDARS G KSANJ
program.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|FSQ|EQESI|\I1II(§)[\IJ\IAAJ;\]TI?ON DESIGNATION
NUMBER (DAN]
74-07-05403 | Employer Master Record File Retainfor 30 yearsafter the NONARCHIVAL
Rev. 6 Provides documentation of correspondence related to-sefirers, including files related date imaged NON%SPSRENT'AL
to safety, program compliance, audits and penalties. then
Note: These records were microfilmed through February 200arofilm is currently stored at | Destroy.
L&I headquarters in Tumwater on th& Bloor.
11-04-62439 | Seltinsured Employer Escrow Balance Sheets Retainuntil superseded NONARCHIVAL
Rev.0 Escrow balance sheets, or statements, are reviewed each month to verify that an then NON(E;'\SAENT'AL
employer has the funds to pay their worker benefits in the event of a default by an Destroy.
employer. The statements are checked to insure that the market value of these secur
is at least equal to the required amount that should be in the account.
The balance sheets come either monthly or quartéfhen a new one is received the
former oneis obsolete as the new statement supersededlite escrow account
documentation is maintained in the Sdifsured Surety Files (DAN-98-58677) for 11
years after the last claim is closed.
07-12-61679 | SelfiInsured Employer Reporting Files Retainfor 30 years after NONARCHIVAL
Rev. 1 Includes actuarial documentation of estimattess exposure (claim costs) for Sefured | imaged NON%SPSRENT'AL
businesses and documentation of assessment paid byrselfers Information utilized in | then
actuarial estimates of loss exposuMay include but is not limited to: reinsurance, Destroy.
legal/special documents, subs/lodans, quarterly and annual reports and
reimbursements.
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5.21 SELANSURANCECERTIFICATION SERVICHI-ICE NUMBBR?2
The activity relating tahe management of qualified seffy & dzNJ y OS SYLJX 2@ SNAEX ¢K2 LINRPDARS G KSANJ
program.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)

98-09-58677 | Selflnsured Surety Files Retainuntil 11 years after NONARCHIVAL
Rev. 4 Provides documentation of collateral for Skiured claims liabilitySource of payment in last claim closed NON%IS:%ENT'AL
0KS S@Syid 2F | RSTFlLdA G (2 Sy&adz2NB LI &@Y§ then
Documentation includes bond, escrow agreement, and letter of credit backing up fihg pestroy,
surety.

Correspondence releasing the surety will be placed in the series under DARNIB403
and maintained for 30 years.
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5.22 SELHNSURANCECLAIMS TRAINING UNIOFFICE NUMBBR1

The activity relating taertifying seHinsurance claims work leaders, claims managers and trainers

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
11-04-62437 | Selfinsurance Electronic Data Reporting System (SIEDRS) Aggregate Data Reports| Retainuntil 5 years after endl NONARCHIVAL
Rev.0 |vdz NISNI& NBLENI&A 2y ¢2N)] SNEQ Omlaife a If of quarter NONESSENTIAL
. . OFM
community as a wholdncludes a total of 21 various reports. then
Destroy.
11-04-62436 | Selfinsurance Electronic Data Reporting SystéBiEDRS) Enroliment Forms Retainuntil 1 year after data| NONARCHIVAL
Rev. 0 Provides a record of companies that are sending claims data electronically to L&l via| €ntered and verified NONESSENTIAL
OFM
SIEDRS. then
Destroy.
11-04-62434 | Seltinsurance Qualified Claim Administrator Completed Exams Retainuntil data entered and. NONARCHIVAL
Rev.1 Provides a record of testing to become a qualified claims administiaidudes verified NONgIS:fAENTIAL
applicatonwSadzt & I NE R20dzYSyadSR Ay (GKS 8% § then
11-61909 and kept for 25 years. Destroy.
11-04-62435 | SelfinsuredQualified Claim Administrator Updated Exam Questions Retainfor 1 year after NONARCHIVAL
Rev.l Providesdocumentation of updated exams with new or revised questions. superseded NON'(EDSPSRENT'AL
then
Destroy.
e o
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5.23 SELHNSURANCECLAIMMANAGEMENSERVICESOFFICE NUMBEBR3

The activity relating tananagement oelfinsurance claims files.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

07-12-61682 | SelfL y a dzZNBR ! ISy 0e 2 2 NJ Sqarpensabl¥ LISy a | { A 2 y| Retainfor 75 years after NONARCHIVAL
Rev. 1 Includes medical coverage and time loss and provides documentation of action taker| close of claim NON%SPSRENT'AL
provides basis for future claim decisions, and allosggarch related to the claims. then
Note: The original claim fileare kept by the selfhisured employer, so L&l cannot certify Destroy.
completeness of fil&See the Local Government Common Records Retention Schedule, D
GS5006G27.
7407-05400 | SelfL y a dzZNBR ! 3Sy 0& 2 2 NJ Sqhrpensabl¥ PaPef GopiésPaoy Retainfor 75years after NONARCHIVAL
Rev. 5 to 1988 close of claim NONESSENTIAL
OPR

Includes medical coverage and time loss and provides documentation of action takery then
provides basis for future claidecisions, and allows research related to claims prior to | pestroy,

1988.
781121645 | SelfL y a dzZNBR ! 3Sy 0& 2 2 NJ SqWereCompengdnl€ y a | (i A 2 y| Retainfor 40 years after NONARCHIVAL
Rev.6 Provides documentation afction taken, provides basis for future claim decisions, and| close of claim NON%???ENT'AL
allows research related to the claims then
Note: The original claim files are kept by the seffured employer, so L&l cannot certify Destroy.
completeness of fil&see the Local Government Common Records Retention Schedule, D
GS56006G31.
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5.24 SAFETY AND HEALTH ASSESSMENT RESEARCH AND PREVENT{OQRFSHFARBMBEBRO

The activity relating taesearch, monitoring and demonstration projects which promote healthy work environments and prevent wonlaxse

and illnesses.

DISPOSITION
AUTHORITY
NUMBER (DAN)

RETENTION AND

DESCRIPTION OF RECORDS DISPOSITION ACTION

DESIGNATION

03-02-60446 | Human Research Study Washington State Institutional Review Board (WR&®)yds Retainfor 3 years after

Rev. 1 Provides documentation of the WSIRB review and approval préeek&! to do research| research is complete
which involves human subjectRecords are maintained in accordance with 45 CFR Pa then

46.115 Records include but are not limited to: copies of all reseraiposals reviewed, | pestroy,

scientific evaluations, approval sample consent documents, progress reports, and re
of injuries to subjects, records of continuing activities, copies of correspondence and
statements of significant new findings provided to subjebata from Human Subject
research projects, which have been-dientified by removing all personal identifiable
information, may be used in DAN-02-60447 for further analysis.

NONARCHIVAL
NONESSENTIAL
OFM

03-02-60447 | Safety and Health Assessment Research Bnelvention (SHARP) Research and Data H Retainfor 10 years after

NONARCHIVAL

Rev.1 | Provides documentation dhe development of projects, data and resultant impacts of | analysis is complete NONESSENTIAL
research studiesvS O2 NR& Yl & Ay Of dzRS GKS R20OdzySy then OPR
and possible exposure to chemicals fesearch and prevention of occupational injury a Destroy.
illnesses in the workplacé&nalysis of data is compiled to determine long term health
conditions.
e e
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6. DIVISION OF OCCUPATIONAL SAFETY AND HEALTI @QRB8EH NUMBER 610

This section covers records relatingtihe businesstandards and technical services, operations, compliance, education and outreach, consultation,
investigations and laboratory analysis.

See theState Government General Records Retention Schimdtiddditionalrecords series relating to grants, training, audits, and executive level records
regarding policy, studies, quality performance and improvement, interpretive and policy statements.

6.1 STANDARDS AND TECHNICAL SERMOEERE NUMBER 620

The activityrelating to the requests to vary from agency rules and policy, explosives, and program standards and development

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:C'\IT?ON DESIGNATION
NUMBER (DAN]
92-07-50932 | Variance Files Retainfor 6 years after ARCHIVAL
Rev.l Provides documentation of authorization to deviate from Safety and Health standardg inactive date (Appraisal Required
. . . ) . . . . NONESSENTIAL
May include but is not limited to: application, determination, inspector documentation| then OPR
and correspondencéilso includes interim and temporawariancesThe variance Transferto Washington State
becomes inactive when it is either revoked, withdrawn, or denied Archives for appraisal and

selective retention

6. DIVISION OF
OCCUPATIONAL SAFH Pageb20f 120
AND HEALTH
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6.2 STANDARDS AND TECHNICAL SER\HXEBOSIVE®DFFICE NUMBER 624
The activityrelating to managing explosives licenses, dealers records, inspection files and radio signaling permits
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
87-10-41115 | Application for Radio Signaling Permit Retainfor 6 yearsafter NONARCHIVAL
Rev.1 | Provides a record of all tones and frequencies issued for the radio signaling system y disposition of radio f ESStErRNTlAL
chapter 49.17 RCW anthapter 29654 WAC. then (o D o Recoven)
Destroy.
87-10-41113 | Applications for Explosive Licenses Retainfor 6 yearsafter NONARCHIVAL
Rev.2 Providesa record of purchaser, user, magazine, dealer magiufacturer licenses issued | license not renewed or ESSENTIAL
per chapter 70.74 RCW and chapter ZZBWAC license revoked (for D'saétggecovery)
May include but are not limited to: then
1 Application; Destroy.
1 Finalbackground check®sults;
1 Renewals,
1 ! &S Naterd tést;and
1 Correspondence.
87-10-41114 | Dealer Records Retainfor 6 yearsafter end NONARCHIVAL
Rev. 1 Providesa record of all sales of explosivegdealers per chapter 70.74 RCW and chapt( ©f month (or E;igg;l@';)
296-52 WACDocumentation is sent to L&l dealers monthly. then OPR Y
Destroy.
6. DIVISION OF
OCCUPATIONAL SAFE Pageb30f120
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6.2 STANDARDS AND TECHNICAL SER\BEEBOSIVEDFFICE NUMBER 624

The activityrelating to managing explosives licenses, dealers records, inspection files and radio signaling permits

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

20-06-69495 | Fingerprint Cards an€riminalBackground Checksom Explosive License Applications | Retainfor 90 daysafter NONARCHIVAL
Rev.0 Records documenting applicant fingerprints and background cheseic to validate fingerprints and background| NONESSENTIAL
criminal history as required by RCW 70.74.360 (1) and onlyfasgdocessing Explosive | checksare processed OFM
License Applications or
Excludes records covered Applications for Explosive Licenses (DAN(BZ1113) Until appeal resolved
Note: Retention is based on recommendations from Washington State Patrol and the Fe{ then
Bureau of Investigations. Destroy.

930654582 Ly 34 LISOG2NDNa 9ELX 2aA0Sa W26 LyallSOiiz2y |Retainfor6yeasafterfinal | NONARCHIVAL

Rev.1 |t NP@ARSE R20dzySyidl GA2y 27F Ay ahofghauhen & | inspection complete  ESSENTIAL
lifecycleof an individual ocompany/corporation/originatioricense. then (for 'SaCS)EMecovery)
Destroy.
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625
The activityrelating to the management of asbestos removal and exposure records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQII:-:’;ESII\IJI(?I\II\IAACIZ\]TI?ON DESIGNATION
NUMBER (DAN]
08-03-61783 | Applications forCertified Asbestos Abatement Contractors Retainfor 50 yearsafter end NONARCHIVAL
Rev. 0 Applications submitted for the purpose of certifying a contractor (company) to abate | Of calendar year ESSENTIAL
(for DisasterRecovery)
asbestos under chapter 295 WAC. then OPR
Note:It is recommended by the Environmental Protection Act to maintain initial applicatio| Destroy.
for the life of employment.
051061048 | Applications forQualified Asbestos Worker/Supervisors CertificatiQipproved Retainfor 50 yearsafter end NONARCHIVAL
Rev. 1 Provides proof of training for approved qualified worketgpervisors in the removal or | of calendar year f E_SStErRNTlAL
encapsulation of asbestos and #rhistory for health documentation under chapter 296, then (for 'Saé;Recovery)
65 WAC. Destroy.
Note:It isrecommended by the Environmental Protection Act to maintain initial applicatiof
for the life of employment.
08-03-61784 | Applications for Qualified Asbestos Worker/Supervisors Certificatiddnapproved Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | File includes all applications that have been submitted and did not meet the requirenj of calendar year ESSENTIAL
(for DisasterRecovery)
under chapter 2965 WAC. then OPR
Destroy.
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625
The activityrelating to the management of asbestos removal and exposure records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
09-0562025 | Cholinesterase Monitoring Blood Test Results Retainfor 7 years after end NONARCHIVAL
Rev. 1 Provides documentation of lab tests for agricultural pesticide handlers who use toxici| ©f month NON%IS:;ENT'AL
class | and class Il organophosphat®lanethylcarbonate pesticides per WAC 2967- then
148 The results are faxed to L&I from Pathology Associates Medical Laboratory (PAll pestroy,
Media: Received in paper format then scanned into a confidential, secure folder for e
reference.
Note: The employer must keep these records for 7 years per WAB0Z9E!8, so the agency
has decided to align with the WAC and keep these records the same length. &fAikhle, the
SYLX 28S5S8SQa YSRAOFf LINEa#iaBopyNiFtheltegtiResulisKk S SY
08-03-61785 | Cholinesterase Monitoring Reimbursement Program Files Retainfor 6 years after end NONARCHIVAL
Rev. 0 Files include documentation afl medical, training, travel, and related records required of calendar year NON%SPSRENT'AL
for reimbursement of costs to the agricultural employers under the guidelines of the then
Cholinesterase Monitoring Reimbursement Program per WAE3R94.48. Destroy.
051061049 | Evaluation of Material Safety Data Sheets (MSDS) Retainfor 6 years after NONARCHIVAL
Rev.1 | Records include secondary copies of translations&ul f dzt G A 2y a 2 F a| evaluationor translation NON%SPSRENT'AL
Originals are given to the employetsk § a{ 5{ Q& | NB y2{ ¥F2 NJ completed
then
Destroy.
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625
The activityrelating to the management of asbestos removal and exposure records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
08-03-61782 | Notice of Asbestos Abatement Retainfor 1 year after notice| NONARCHIVAL
Rev. 1 Notice of Asbestos Abatement submitted from a certified asbestos contractor notifyin| iS €ntered into database NON(E)IS:;ENT'AL
asbestosInformation is entered intalatabase (See DAN 004-61464.) then
Destroy.
07-04-61464 | Notice ofAsbestos Abatement Project Database Retainfor 75 yearsafter NONARCHIVAL
Rev. 1 Electronic documentation of Notices of Asbestos Abatement received by the departn] @batement project complete f ESStErRNTlAL
¢KA&a y230A0S LINBGARSE I NBO2NR 2F (KS ¢ then o D e cove)
O2y (NI OG2NRa vyl YS emavazhdtheds ¢rd thé qudn@yof thed 6 § Destroy.
asbestos being removed
86-10-37837 | Renewal Applications for Qualifiedsbestos Worker/Supervisors Certificatign Retainfor 6 yearsafter end NONARCHIVAL
Rev.6 | Approved of calendar year ESSENTIAL
Provides proof of training and tracks approved qualified workers/supervisors in the then (for D'sagt;r;ecovery)
removal of encapsulation of asbestos. Destroy.
07-04-61465 | Training Materials for Asbestos Training Retainfor 6 yeas after NONARCHIVAL
Rev.1 | Provides documentation of class outlines, curriculum and materials used in worker af litigation end or certification NON%SPSRENT'AL
supervisor certification classes. of trainer
then
Destroy.
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6.3 STANDARDS AND TECHNICAL SERMIEEBNICAL SERVICBSFICE NUMBER 625

The activityrelating to the management of asbestos removal and exposure records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

08-12-61959 | Unsolicited Employee Medical and Exposure Records Retainfor 3 monthsafter NONARCHIVAL
Rev.1 |520dz2ySyilt A2y NBOSAOSR FTNBY dzyazt A OA (i ¢ dateof notification letter '\'ON(E;'\SAENT'AL
and exposure recordsJpon receipt of these records, L&ill advise the company in then

writing that we will dispose of their records three months after the date ofrtbtfication | pestroy,
letter. Unless notified by the company to make other arrangements, L& will proceed
the destruction of these records per this ret#on schedule.

WAC 2902-60005 states that if a company is going out of business or is planning td
dispose of employee and medical and exposure records they must notify L&I in writir
sud, or transfer he records required per a specific agency rul&l has one specific WA
¢ 296:62-07314(3)(a) for Carcinogens, which requires the transfer of the medical exp(
records to the agencylhis has never occurred but if it does, L&I willmtetin these
records under GS 0303® medical or exposure records are requested for investigative
purposes they become part of the Inspection Eileee DAN 7-09-06925.
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6.4 STANDARDS AND TECHNICAL SER\8CANDARDS PROGRAMFFICE NUMBER 681

The activityrelating to development of safety and health standards.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAAC,I\ITI?ON DESIGNATION
NUMBER (DAN]
74-09-06883 | Safety and Health Standards Development Files Retainfor 6 years after ARCHIVAL
Rev4 Provides documentation of public hearings, advisory and/or ad hoc committee minut¢ adoption date (Appraisal Required
. . NONESSENTIAL
research and public input to develop Safety & Health stand&dsords may also includg then
- . . . OPR
but are not limited to: Occupational Safety and Health Administration (OSHA) standa Transferto Washington State
and approval concerning enactments of DOSH, filing of reports and filings of emerge| Archives for appraisal and
and permanent rules with the code reviser. selective retention.
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6.5 OPERATIONSOFFICE NUMBERGG

The activityrelating todocumenting the collection of fines and penalties

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS
NUMBER (DAN)]

RETENTION AND
DISPOSITION ACTION

DESIGNATION

90-01-45344 | Penalty Log Books

Retainfor 6 yearsafter end

NONARCHIVAL

Rev.0 Provides dcumentationof collections of fines and penalties levied by Safety and Heal{ ©f calendar year NON(E)IS:;ENT'AL
Compliance. then
Destroy:.
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6.6 OPERATIONSDOSH RECORDS CENJEGR-ICE NUMBER 313

The activityrelating to safety and health inspections and investigations.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN]
74-09-06925 | DOSH Inspection Case Files Retainfor 6 years aftecase NONARCHIVAL

Rev.6

Provides documentation of employer histayp safety and hygiene compliance
inspections

May include, but is not limited to:

Notice of citation (code violation)

Fines levied

Supporting evidence

Inspectionworksheets

Interview statements

Photos and videgs

Appeal proceedings and hearing recordings

= =4 -8 -4 8 _a -9

closed
then
Destroy.

NONESSENTIAL
OPR
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6.7 COMPLIANCE PROGRANMRANES OFFICE NUMBER 621
The activityrelating to the certification of cranes, derricks and spouts.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
74-09-06924 | Certifiers of Cranes, Derricks, and Spouts Retainfor 6 years after NONARCHIVAL
Rev.3 | Provides documentation and supporting information regarding certified crane, derrick inactive date of ertified NON%SPSRENT'AL
and spout certifiers per chapter 49.17 RCW ahdpter 29656 WAC. Inspector
then
Destroy.
74-09-06923 | Crane, Derrick, and Spout Certification Files Retainfor 6 years after life off NONARCHIVAL
Rev. 4 Provides documentation and supporting information regarding past and current crane NON%SPSRENT'AL
certifications ofcranes, derricks, and spouts for the life of the crane, along with Notice then
Deficiencies per chapter 49.17 RCW and chapterSB@/AC. Destroy.
09-03-61973 | Crane, Derrick, and Spout Certifier Fie€ertification Denied Retainfor 1 year after NONARCHIVAL
Rev. 0 Provides a record of crane, derrick, and spout certifiers who were denied certification certification denied NONEIS:;ENT'AL
then
Destroy.
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6.8 COMPLIANCE PROGRAMARITIME; OFFICE NUMBER 623
The activityrelating to the management of charter boats.
I,D'-\ILSJ'IF',SS:R-’FII'I'OYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
09-03-61970 | Charter Boat Files Retainfor 6 years aftelife of ARCHIVAL
Rev. 0 Provides documentation and supporting information for the constructammtification, vessel (Al\ﬁ’gr;izas' SREqN“}rﬁAdL
and stability of charter boats per chapter 2265 WAC. then OPR
Transferto Washington State
Archivedor appraisal and
selective retention.
09-03-61972 | Charter Boat Operator and Vessel FilePenied License or Certificate Retainfor 6 years after NONARCHIVAL
Rev. 1 Provides a record of charter boat operators who were denied a license and charter b license or certificate denied NON%SPSRENT'AL
vessels that were denied a certificate. then
Destroy.
09-03-61971 | Charter Boat Operators Files Retainfor 6 years after ARCHIVAL
Rev. 0 Provides documentatioand supporting information of current operatolisensed to inactive date of licensed (Appraisal Required
operate charter boats per chapter 2965 WAC. operator NON%SPSRENT'AL
then
Transferto Washington State
Archives for appraisal and
selectiveretention.
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6.9 EDUCATION AND OUTREACRANING PROGRAWNIOFFICE NUMBER 672

The activityrelating to internal and external training on safety and health.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

11-06-62459 | Division of Occupationabafety and Health (DOSH) Symposium Files Retainfor 10years afterend NONARCHIVAL

Rev. 0 Provides documentation of the annual three day DOSH Technical Safety and Health| Of event NONESSENTIAL
Symposium, which is a mandatory training for approximately 300 DOSH Safety and || then OPR
Specialists, Risk Managers, Ergonom@temists, and their managemefithe Destroy.
Symposium provides technical safety and health training on workplace hazards and |
prevent them so DOSH inspectors and consultants can better assist employers in ke
their worksites safeThe Symposium also alis the opportunity to discuss changes in ry
and share information and knowledge.

Documentation may include but is not limited to: research to determine feasibility of
various locations, communication withanagement to determine content, contracts wit
instructors and facilities and handouts.
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6.9 EDUCATION AND OUTREACRANING PROGRAWNIOFFICE NUMBER 672

The activityrelating to internal and external training on safety and health.

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

12-03-68231
Rev. 0

Occupational Safety and HealtAhdministration (OSHA) Outreach Class Records

The OSHA Outreach Training Program teaches workers about their rights, employer
responsibilities, and how to file a complaint as well as how to identify, abate, avoid, a
prevent job related hazard©SHA authizes safety and health professionals in L&l wh
complete an outreach trainer course to conduct occupational safety and health class
workers.

Class reaals, per OSHA requirements, must be kept for 5 y€egtne records must include
at least the following:

1
1
1
1

See OSHA Outreach Training Program Requiremawis,osha.gov/dte/outreach/

Student sigrin sheets;

Student contact information;

Topic outline;

Class documentation (a copy of the documentation sent in to request student
coursecompletion cards including the list of the topics taught and the class tin
spent on each topic);

Student course completion card numbers;

A list of each guest trainer, topics, and times covered by each and their
qualifications;

Additional authorized traiers, including the name, list of topics covered, numbe
of contact hours allocated for each topic, and a copy of their trainer card.

Retainfor 5 years after end
of course

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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6.10 EDUCATION AND OUTREACH £t 9 wb hwQ{ {! C9¢ I b 5¢ OFFRCE NUMBER 6¥YD C 9 w ¢
The activityrelating to the organization ofthe Yy dz- £ D2 @SNy 2NRa& {F FSide& FyR I SIHftGdK / 2y FSNF
DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
840834467 |D2 BSNY 2NRA& LYy RdzA (0 NAI f Corhnfit®diFles YR | S| f (| Retainfor 2 years after end | NONARCHIVAL
Rev. 2 Provides documentation of all subcommittees who meet to plan the Boards decisions of calendar year NON(E)IS:;ENT'AL
0KS D2@SNY2NR& LYRAZAOGNARIE {FFSGe FyR | then
Media: Paper. Destroy.
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6.11 EDUCATION AND OUTREAGRECIAL EMPLOYER PROGRAMMFICE NUMBER 679
TheactivipNB t G Ay 3 G2 | 38y ORraysam afferéddayeinplopeis. t N2 ( SOG A2 Y

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAAC':\]TI?ON DESIGNATION
NUMBER (DAN]
07-04-61467 | Voluntary Protection Prograng Accepted Employers Retainfor 6 years after NONARCHIVAL
Rev. 1 Provides a record of employers who are accepted intothkintary Protection Program | recertification process is NON%IS:;ENT'AL
(VPP)Documentation may include but is not limited to: application,-ssthluation, completed
report for initial acceptance and recertification, safety plans, annual reportification then
documentation if requested by the agency, and correspondence. Destroy.
11-08-62511 | Voluntary Protection PrograntEmployers Not Accepted Retainfor 3 years after NONARCHIVAL
Rev. 0 Provides a record of employers who are not accepted into the Voluntary Protection | application denied NONESSENTIAL
: : . o _ o OFM
Program (VPPPocumentation may include but is not limited to: application, assessm¢ then
ad uz gKeée UKSe RARYyQU |ljdZtAFe | yR O2NN pestoy
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6.12 CONSULTATION PROGRAM-FICE NUMBER 671

The activityrelating to safety and health consultation visits with industries and agencies.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
95-06-55245 | Consultation Case Files Retainfor 6 years after NONARCHIVAL
Rev.6 | Records documenting consultation initial visits, foHopvisits and orsite training visits | consultation case closed dat NONESSENTIAL
with private industries and public agencies. then OPR
Includesput is not limited to: Destroy.
1 Request and visit forms;
1 Written reportsto the employer;
1 Hazard records of abatement;
1 Checklist;
1 Documentation notes;
1 OSHA 300 log and summaries;
1 Safety & health program assessment worksheets (Form 25);
1 Requests from Selhsurance to evaluate companies that want to be-gedured.
07-04-61466 | Consultants Assistance Records Retainfor 6 years afterdate NONARCHIVAL
Rev.l Records documenting consultants training and assistance to improving safebealtid | Of activity NONESSENTIAL
for employers and employees. then OFM
Destroy.
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6.12 CONSULTATION PROGRAM-FICE NUMBER 671

The activityrelating to safety and health consultation visits with industries and agencies.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
07-04-61468 | Safety Through Achieving Recognitidimgether (START) Program Records Retainfor 4 years afteffinal ARCHIVAL
Rev. 2 Records documenting recognition given through the START program of occupational recertification, or employer mﬁgﬁfg@?ﬁ'ﬁf\{
and health excellence in a small business. does not recertify ey
Includes, but is not limited to: then
T 9YLX 288NDRa [SGGSNI 2F /2YYAGYSyarT Transferto Washington State
f Regional Program Manager recommendation for approval; Archives for appraisal and
f Letter from DOSH Assistant Director to employer approving START certificati| SEIECtive retention
1 Copy of certification;
1 START d@klist;
1 Employer achievement plan.
Note: TheSTART program recognizes small business who have achieved a safer workplg
through employer, employee and government collaboration and reduced hazards, injurie
lowered insurance costd small businedsas no more than 50 at a specific site, and no mor
than 250 statewide.
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6.13 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERCSEHFRAMINATION AND INVESTIGATtONS
OFFICE NUMBER 684

The activityrelating to discrimination complaint files received by the agency from individumafdpyers and the Occupational Safety and Health
Administration.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I'I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
81-06-27945 | Discrimination Complaint Files Retainfor 6 years after NONARCHIVAL
Rev.2 | Provides documentation pertaining to discrimination complaints filed by individual or | cOmplaint resolved NONESSENTIAL
employers against L&ivision of Occupational Safety and Health (DOSH), and compld then OPR
filed by individuals or employers with the Occupational Safety and Health Administral pestroy,
oh{l1 10z OFftftSR I W/ 2YLX I Ayl ! 3L Kh¢agancyis
notified by OSHA of these allegatiori3ocumentation may include, but is not limited to:
copies of the complaint/CASPA, any correspondence between individual, employer,
agency and OSHA, investigator notes, interview statements, photographs, copies of
initial discimination investigation, copies of DOSH inspections, copies of claims reco
medical information, technical information, findings, recommendations and corrective
action plans.
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6.14 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERMEFANRIAL HYGIENE LABORATORY Al
ANALYSI& OFFICE NUMBER 641

The activityrelatingto the documentation created in the DOSH laboratory.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB?I\I'IIg)I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
07-12-61685 | Certificates of Analysis, Calibration amccuracy Retainfor 6 years after date | NONARCHIVAL
Rev. 2 Documentation provided to the laboratory by certified companies or agencies, or of expiration NONESSENTIAL
o : : e OPR
traceable to certifying agencies, showing the necessary data and specifications so th, or
laboratory can prove it utilized certified equipment, chemicals and othedia to 6 years &er date equipment
complete an accurate analysis of a contamin&tiows the necessary data and is removed from servige
specifications to prove that field sampling equipment ordered by the lab for Industrial| \yhichever is sooner
| @3ASYyAaiaqQ dzaS Aa OSNIATFTASR (2 dags NF 2 | then
When issued for chemicals, includes, but is not limited to: Destroy,
9 Purity level and composition of chemical,
1 Expiration date, lot number, description of chemical, catalog number;
1 Chemical AbstradRegistry number.
Laboratory items covered by these documents include, but are not limited to:
1 Laboratory analysis instrumentation, measuring devices, field equipment,
chemicals and sampling media.
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6.14 DEPUTY PROGRAM AND LEGISLATIVE AND LABORATORY ERMEFANRIAL HYGIENE LABORATORY Al

ANALYSI& OFFICE NUMBER 641

The activityrelatingto the documentation created in the DOSH laboratory.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISESZII\I'IIg)I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
07-09-61621 | Descriptive Laboratory Quality Control Documentation Retainfor 6 years aftedate NONARCHIVAL
Rev. 3 Documentationincludes laboratorynalytical methods and Standard Operating of document NON%SPSRENT'AL
Procedures (SOR#nalytical methods show how methods are developed and how then
accurate they are in determining laboratory procedures for testing differing contaming pestroy,
through chemical analysiQuality and technidarecords are required for accreditation
SOPs are written procedures regarding laboratory taSK¥s may include metal sample
preparation, preweighed filter preparation and procedures used to validate methods t
maintain laboratory accreditation.
80-05-24919 | Laboratory Inspection Reports and Files Retainfor 6 years after NONARCHIVAL
Rev. 3 Provideschemical analysis @bntaminants sent in by Industrial Hygienists as well as | inspection final order date NON'(EDS;?ENT'AL
Industrial Consultant®ocumentation includes Chain of Custody, inspection visit then
information, requested analysis, test results and technician/chemist commentary. Destroy:.
07-12-61684 | Laboratory Notebooks Retainfor 6 years aftetast NONARCHIVAL
Rev. 2 Notebooks are created and maintained by either laboratory chentist&inicians or in the date of entry NON%SPSRENT'AL
general use areas by multiple stdffocumentation might include preveights pertaining then
to data collected during the procedures and new proceduié® notebooks may also be| pestroy;
used as a daily log book for work done in a particular day.
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7. FRAUD PREVENTION AND COMPLIAREEICE NUMBERO

This section covers records relatingatiadits and investigations.

7.1  AUDITq OFFICE NUMBER 711

The activityrelating to auditing employer accounting files

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION EECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

92-09-51335
Rev4

Audits and Investigations

Records relating tprocedures performed, evidence obtained and conclusions reache
that support the employer audit

Includes, but is not limited to:

1
1

1
1
1

Audit working papers

Employer bank records, employer earning records, employer tax returns, and
employer time records

Final audit report;

Appeals;

Audit Collection

Excludes records covered BAudits and Investigations Transitory/Temporary
Documentation (DAN 136-69115)

Note:

Audit report is not closed if it is under reconsideration, appeal, or in collection.

Retainfor 12 years after
auditreport closed

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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7.1  AUDITq OFFICE NUMBER 711

The activityrelating to auditing employer accounting files

DISPOSITION

AUTHORITY DESCRIPTION BECORDS
NUMBER (DAN)]

RETENTION AND
DISPOSITION ACTION

DESIGNATION

17-08-69118 | Audits and Investigationg, Transitory/Temporary Documentation

Rev0 Documentation obtained or created during the course of audits and investigations
associated with employer premiums that is shtetm in nature, such as routine
correspondence, working copies @ditabases, working copies of records provided by
auditees, sperseded drafts, and other documentation not included in the final assemt
audit file that supports the published repoEinal audit report means when it is uploade
into the System for Reporting Employer Verifications (SERV)

Excludes records covered Audits and Investigations (DAN-02-51335)

Retainuntil final audit
produced

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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7.2 INVESTIGATION®FFICE NUMBER 714
The activityrelating to investigations related to fraudalidity and activity checks, and discrimination and claim suppression
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQESII\I;I(?I\II\IAAC’:\ITI?ON DESIGNATION
NUMBER (DAN]
93-11-53348 | Criminal History Records Retainuntil review complete | NONARCHIVAL
Rev.1l Provides documentation of criminal background. then NON(E)IS:;ENT'AL
Destroy.
93-11-53350 | Discrimination and Claim Suppressitmvestigations Retainfor 3 years after NONARCHIVAL
Rev.l Provides documentation of work discrimination and claim suppression by emplafyers | investigation resolved NON(E)IS:;ENTIAL
Industriallnsurance claimants then
Note:Restricted confidential. Destroy.
09-04-62011 | Evidence Logs Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation ofevidence logged into the evidence depository disposition of evidence NON'(E;%ENT'AL
then
Destroy.
09-04-62012 | Evidence Vouchers Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation ofrecords of evidence received during the course of an investigation ¢ disposition date a voucher NON'(E;%ENT'AL
seized during a search warrant then
Destroy.
93-11-53349 | Fraud Investigations Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation dhdustrial Insurance claimants or employers pertaining to | investigation resolved NONE;%ENT'AL
possible fraudulent activitiefRecords may include but are not limited to: recorded then
statements, videotape and photographs. Destroy.
Note:Restricted confidential.
8. SPECIALTY
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7.2  INVESTIGATION®FFICE NUMBER 714

The activityrelating to investigations related to fraudalidity and activity checks, and discrimination and claim suppression

I,DL\ILSJ'IF')SS:'\-’FII'I'OYN DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
09-04-61984 | Quality Assurance Check Sheets and Reports Retainfor 6 years after NONARCHIVAL
Rev.0 Documentation used to complete quality assurance checks of internal investigations | duality assurance report NONESSENTIAL
Compiled information fronthecklists is used to create quality assurance report. complete OFM
then
Destroy.
93-11-53353 | Validity and Activity Check Investigations Retainfor 3 years after NONARCHIVAL
Rev.2 Provides documentation ofalidity and claimant activities, along with other miscellaned investigation resolved NON(E)IS:;ENTIAL
investigations of Industrial Insurance claims. then
Note:Restricted confidential. Destroy.
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7.3  INVESTIGATIONROVIDER FRAGODFFICE NUMBER 715

The activityrelating to provider fraud investigations

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN)
01-09-60202 | ProviderFraudlnvestigations Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation of Industrial Insurance providers pertainimpssible fraudulent investigation resolved NONESSENTIAL
o ) : : - _ N OPR
activities Documentation may include but is not limited to: photographic evidence, then
recorded statements by claimants and others involMedludes criminal and civil Destroy.
investigations.
Note:Restricted confidentialnvestigation resolved means all litigation is resolved and the
appeal period has expired.
8. SPECIALTY
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8. SPECIALTGOMPLIANCEERVICES (SG®FFICE NUMBERO

This section covers records relatingthe following programsApprenticeship, boilers, contractor compliance, electrical, elevators, factory assembled
structures, and plumbers, along with setting employment standards and prevailing wage.

See theState Government General Records Retention Schisdtiddditional records series related to fiscal, legislative, and executive level records regarding

policy, studies, quality performance and improvement, interpretive and policy statements.

8.1 OPERATIONSOFFICE NUMBER 425

The activityrelating to unresolve citations and infractions, permits and inspections, and all SCS program master files

I,DAILSJ'I'?I?SIF;FII'I(%(N DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
08-09-61862 | Electrical and~actory Assembled Structure (FAS) Permits and Inspections Retainfor 6 years after NONARCHIVAL
Rev.l Documentation includes all Electrical and Factory Assembled Structure (FAS) permit| Permit becomes inactive or | NONESSENTIAL
are issued through the Customer Service Progipplicants may complete requests inspection is complete OPR
online, or through the Customer Serviceunter. Documentation also includes Electrical| then
and FAS inspection records such as itineraries and repdetia: Mostly electronic, in the pestroy,
Permit and Inspection Recording SystemlfS), and some paper.
08-12-61956 | Licensing, Registration and Certification Documentation Retainfor 25years after NONARCHIVAL
Rev.1 Documentation of all licensing, registration and certification of electrical and construc €xpiration of license, or NONESSENTIAL
contractors, electricians and administrators, plumbers, trainees edator individuals | expiration of certificate, OPR
Documentation includes historical program data used for research purpbktia: whichever is applicable
Electronic program called Quick Cards. then
Destroy.
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Washington State Archives

8.1 OPERATIONSOFFICE NUMBER 425

The activityrelating to unresolve citations and infractions, permits and inspections, and all SCS program master files

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

12-03-68232 | Specialty Compliance Services (SCS) Program Area Master Files Retainfor 6 years after NONARCHIVAL
Rev.l Provides documentation of all SCS progtaNB | Qa Y a i SNJ FAf §a 5 documentation of f E.SStErRNTIAL
limited to: Plumbers, Contractors, Amusement Ride/Bungee Jumping, Electrical, conveyance removal (for 'SaéTDRecovery)

Conveyance, and Installer programd files may or may not contain the same records | or
depending on their specific program area ré@gments Documentation may include but | g years after permit, license
not limited to: or certification
Original and renewal applications and permits expired/revoked
Final inspection documents or
Variances; 6 years after oubf-business
Data reports;
) then
Five year safety tests;
Unsafe/red tagged documentation; Destroy,
Insurance policies and bonds;
Inspection certification;
Work history documentation;
Renewal notifications or cards;
Tag order requests;
Proof of attendance at continuing education courses;
Assignment of savings;
Examinatios and experience verification, and related correspondence.

Excludes records covered Byawing Portion of Plumbers Examinations (DANB5
34913)

= =4 -8 -8 -8 _8_42_4_-4_-4_-4_-29._-9._-2
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8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship

and Training Council

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN]
06-07-61250 | Apprenticeship Appeals and Investigations Retainfor 6 years after NONARCHIVAL

Rev.2 Records relating to théindings and determinations of the investigations on any investigation completed NON%SPSRENT'AL

apprenticeship complaints and/or violations related to apprenticeship standards. or
Includes, but is not limited to: 6 years after appeal period

1 Appeals; expired

1 Department Findings; or

I Complaints; 6 years after final legal actio

1 Final Orders; is taken.

1 Hearing Documentation. whichever is applicable

then
Destroy.
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Washington State Archives

8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship
and Training Council

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN| DISPOSITION ACTION
06-07-61253 | Apprenticeship Registration and Tracking Retainfor 50years afterdate | NONARCHIVAL
Rev.2 Provides documentation of the sponsor, employer and apprentice records. of document for Eiiffrg‘eufgr-y)
Includes, but is not limited to: then OPR

Apprentice agreement; Destroy.
Apprentice transfer agreement;

Approved training agent;

ApprenticeshifRegistration & Tracking System (ARTS) access and authorized sig
Change of status forms;

Journey level wage rate;

Onthe-job training reports;

Related supplemental instruction reports;

Sponsor/Employer contact information updates;

Sponsor meeting minuge

E R I Rl
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8.2 APPRENTICESHIGFFICE NUMBER 430

The activityrelating to the Apprenticeship program which provideglusjob training programs and support to the Washington Stapgrenticeship

and Training Council

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
80-09-25775 | Apprenticeship Sponsor Compliance Items Retainfor 5 years after NONARCHIVAL

NONESSENTIAL

Rev.3 Records documenting program sponsors efforts to meet administrative and Equal review closed OPR
Employment Opportunity (EEO) compliance. then
Includes, but is not limited to: Destroy.
1 Compliance review and retentisub-committee agendas;
1 Correspondence sent and/or received by the department; includes reports and
compliance reviews;
1 Field action plans;
T Meeting minutes.
Note:Retention based onfear requirement in 29 CER30.8 and WAC 2985431
74-07-05482 | Washington State Apprenticeship and Training Council (WSATC) Business Items Retainfor 6 years afterend ARCHIVAL
Rev.3 | Records documenting the deliberations and decision oMIBATC. of quarter (Aﬁgrﬁéas' SREqN”%‘i(\’L
Includes, but is not limited to: then OPR
1 WSATC agendas, meeting minutes, meeting notices, council member travel 4 Transferto Washington State
attendance sign in sheets Archl\{es for appralsal and
f  Commendation/meritorious awargs selective retention.
1 Correspondence sent and/or received by the department;
1 Court reportertranscripts;
9 Petitions to the council;
1 Appeal proceedings;
1 Casefiles.
8. SPECIALTY
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8.3 BOILER OFFICE NUMBER 450

The activity relating to the inspections of pressure vessels and boilers

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION

NUMBER (DAN]
97-12-58196 | Certificates of Authority Retainuntil superseded NONARCHIVAL
Rev.3 Provides documentation that company is approved and authorized to buildegpadr then (for EiifteErRNe-l(:(l)f;Ir_y)

Pressure Vessels Destroy. OPR

92-06-50765 | Inspection and Audit Reorts of Manufacturing/Repair Facilities Retainfor 6 years after NONARCHIVAL
Rev.4 Provides documentation of periodic inspections aneatrnual audits by state inspector | inspection/audit complete for Eiiffrg‘eufgr-)
for manufacturers of boilers and pressure vessels then Y

OPR
These inspections and audits are done on behalf of L&l for the National Board of Boi| Destroy.

and Pressure Vessel Inspectors (Bif) the American Society of Mechanical Engineers
(ASME), both noprofit organizationsBoth the NB and the ASME receive copiedef t
inspection and audit reports when complete

09-06-62047 | Boiler/Pressure Vessel Inspections and History Documentatidarisdiction Online (JO) | Retainfor 6 years after life off NONARCHIVAL
Rev.1 System vessel ESSENTIAL

Providesall aspects oflocumentationaround pressureressel and boiler inspections then (for D'Sag;';ecovem
Documentation includes but is not limited to: complete boiler history, which includes § pestroy,

numbers, pressure type, manufacturer date, National Board or serial numbers, addre
and specific locations of vessels, all inspettistory, including inspection reports,
insurance notices, certificates, fees paid, and infractions incuiedlia: electronicThe
system is used by central office staff, field inspectors, and outside entities, such as
insurance companies

8. SPECIALTY
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8.3 BOILER OFFICE NUMBER 450

The activity relating to the inspections of pressure vessels and boilers

I?’-\ILSJ'IF')Sg:R-’rIITOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
09-06-62048 | Boiler/Pressure Vessel Inspections and Histbigcumentationg Paper Files Retainfor 6 months after NONARCHIVAL
Rev.l Documentationmay include but is not limited to: complete boiler history, reports of | entered and verified in NONESSENTIAL
inspection, new insurance coverage notifications, cancellations, and reinstateriiéiets | Jurisdiction Onlin¢JO) OFM
information is entered into the electronic systemleitl Jurisdiction Online (JO) by centra then
office staff and the inspectors out in the regions Destroy.
10-12-62332 | Boiler/Pressure Vessel Repair/Alteration Reports Retainuntil data entered and| NONARCHIVAL
Rev.l Repair/alteration reports omoiler/pressure vessels are reviewed by the Boiler Prograr Verified NON(E;'\SAENT'AL

for completenessThe reports are not required by L&l and the repair organizations arg then

certified by L&IThe date and outcome of the repair reports is entered into the electrol pestroy,
system Jurisdtion Online (JO) for those companies that do not have access to the JC
program.
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8.4 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINISARKOEONJMBER 460

The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQESII\'TTISII\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)]

92-07-50905 | Plumbing, Construction and Factory Assembled Structures (FAS) Infractions Retainfor 6 years after NONARCHIVAL
Rev.3 Provides documentation of registered/unregistered contracteestified/uncertified closed NON%?D%ENT'AL
plumbers and certified FAS installers charged with working illedRdlgords include all then

adzLILR NI AY3 SOARSYOS:E 4KAOK AyOf dzZRS& 0 { pestroy
correspondence, statements, and any documentation received framtractors,
plumbers, and installers, along with appeals documentation

Excludes infractions that have been sent to collections coverggitigction Account Fileg
(DAN 9104-47807)

W/ f2aSRQ YSIya G(GKS AYyFNIOlGAzy Ads y2ia |
voided/vacated.

Note: As of July 2009, the inspectors in the Regional Service Locations will maintain the
copy under this records seriddl inspectors working files will now fall under this records se

The inspectors are responsible fesponding to public disclosure requests in their regibns
the infraction is appealed, the inspectors MUST send ALL paper copies to the Central Of
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8.5 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINIEARADRWASSEMBLED
STRUCTURE®FFICE NUMBER 460
The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘IIIC?I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN)
01-09-60224 | Approved Alteration Plan Package for Manufactured, Mobile Homes, and Retainfor 6 years after NONARCHIVAL
Rev.1l Vendors/Medical Units expiration date NONESSENTIAL
Providesddocumentation of approved alteration plans packages and all approved then OPR
documents. Destroy.
Note: These records comply with WACs-286(m), and 150(v).
84-07-34136 | Blueprints, Plumbing, Heating, Electrical and Structural Components Retainfor 6 years after NONARCHIVAL
Rev.3 Provides documentation of approved plans for plumbing, heating, electrical and expired date NON%SPSRENT'AL
recreational vehicldlueprints Documentation includes but is not limited to-jhant then
audits, inspectiorf certification checklists and quality control records Destroy:.
Note: These records comply with WACs-2986(), and 150(.
01-09-60220 | Commercial Coach and Factory Built Structures Approved Plans Package Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentation of afipations and all approved materials. expiration date NON'(EDSPSRENT'AL
Note: These reords comply with WACs 2960(9, and 150f). then
Destroy.
01-09-60223 | Commercial Coach and Factory Bi8liructures Inspections Retainfor 6 years afteffinal NONARCHIVAL
Rev.l Provides documentation éfspection reports by inspectors, special inspections and | inspection NON%SPSRENT'AL
reciprocal inspections then
Note: These reords comply with WACs 2960(9, and 150(. Destroy.
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8.5 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINIBARADR®NASSEMBLED
STRUCTURE®FFICE NUMBER 460

The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET';Q\T‘:QT?ON DESIGNATION
NUMBER (DAN]}

84-07-34137 | Housing and Urban Development (HUD) Label Control Retainpermanently after NONARCHIVAL
Rev6 |t NPEPARSA R20dzySyidlGAz2ys o0& aSNAIt ydzyq PrimaryInspection Agencies NON%SPSRENT'AL
department number for manufactured homes (IPIA) Performance Review.

These records comply with Federal HUD requirements.

01-09-6022 | InsigniaRecords Retainfor 6 years after NONARCHIVAL
Rev.1 Provides documentation dfisignias assigned to specific units and inspection reports f¢ issued NON%IS:;ENT'AL
Commercial Coaches, Factory Built Structures (Housing and Commercial), Recreatig then
Park Trailers and Recreational Vehicles. Destroy.

Note: These records comply with WACs-296(c), 150(f), 150(m), 150(r), 150(p) and 150(v

01-09-60240 | Insignia Requests Retainfor 6 months after NONARCHIVAL
Rev.0 Provides documentation of requests for new, alteration or replacement insignias and| €nd of month NONE;'\SAENT'AL
supporting reports. then
Destroy.
84-07-34141 | Inspectors Monthly Log Retainfor 3 years afterend NONARCHIVAL
Rev.3 Provides documentation ajonstruction compliance plan review of inspectors daily wor of month NONE;'\SAENT'AL
activity. then
Note: These records comply with WACs-286(m), and 150(v). Destroy.
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8.5 CONTRACTORACTORY ASSEMBLED STRUCTURES (FAS), PLUMBER ADMINIBARADR®NASSEMBLED
STRUCTURE®FFICE NUMBER 460

The activity relating t@pproving plans and inspecting both new and altered manufactured/mobile homes and recreational vehicles for safety

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS SN DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
01-09-602220 | Primary Inspection Agencies (IPIA)/Manufacturers Label Report Retainfor 6 years after NONARCHIVAL
Rev.l Provides documentation afamages, lost label reports amlA/Manufacturer. Primary Inspection Agencies NON%SPSRENT'AL
These records comply with Federal HUD requirements (IPhIA) Performance Review
then
Destroy.
01-09-60231 | State Administrative Agency (SAA) Reports Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation afll SAA reports formerly done for Community, Trade, and | Primary Inspection Agen_cies NON%SPSRENT'AL
Economic Development (CTEDdgislation transferred this program to L&lso includes | (IP1A) Performance Review
t NAYFENE LyalLlSOiAzy !'tasSyOAaASa oLt L! O &dzy then
These records comply with Federal HUD requirements. Destroy.
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8.6 CONTRACTOR, FACTORY ASSEMBLED STRUCTURES (FAADPRLNMBERTIONNSTALLER PROGRAM
OFFICE NUMBER 460
The activityrelating toFAS installers tagging reports and consumer complaint files
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘IIg)I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
84-07-34140 | Consumer Complaint Files Retainfor 5 years after NONARCHIVAL
Rev.1 | Provides documentation shanufactured homeowner consumer complaint and L& | complaint resolved NON%SPSRENT'AL
follow-up. L&l will maintain consumer complaints per the federal retention guidelines{ then
mobile homemanufacturers must follow under 24 CFR 3282.404 Destroy:.
11-08-62668 | Installer Monthly Certification Tag Reports Retainfor 3 years after NONARCHIVAL
Rev.0 When manufactured home installer completes any work done related to an installatio| installer application renewal NON(E;'\SAENT'AL
they must tag the home with an installer certification tag purchased from L&, noting t date
type of installation work performed and the installer certification numhReports are then
required to be submitted by installers for all tags posted on a monthly bHsésreport Destroy.
includes information such as certification tag number, building jurisdictitajler,
installation date, and work performed.
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8.7 CONTRACTOR, FACTORY ASSEMBREICTURES (FAS), PLUMBER ADMINISTRRIUMNBER CERTIFICATEC
OFFICE NUMBER 460
TheactivitNB f F Ay 3 G2 Y2y iGKfe L) dzyoSNER O2ylAydzAy3ad SRdzOI GA2zy O2dz2NBAS
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘IIg)I\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN]
85-01-34913 | Drawing Portion of Plumbers Examinations Retainfor 6 monthsafter NONARCHIVAL
Rev4 Record includes drawing portion and Scantron card of examinations given to determi end of month NON(E;“SAENT'AL
applicanthas met the minimum requirements to become a certified plumibecord also| then
includes signature log for each monthly exam Destroy.
09-03-61944 | Plumbers Continuing Education Course Rosters Retainfor 4 years afterend NONARCHIVAL
Rev.0 Record includes Plumbers continuing education course rosters which are submitted { ©f calendar year NON(E;'\SAENT'AL
department on a monthly basksy course instructordPer WAC 296400A028(20) rosters then
must be maintained by the agency for auditing purposes Destroy.
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8.8 ELECTRICAL ADMINISTRATIONFICE NUMBER 480
The activityrelating to the administration of the electrical program including amusement rides/bungee jumping device incidents
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN]
09-01-61926 | Amusement Ride/Bungee Jumping Device Incidents Retainfor 6 years afterend ARCHIVAL
Rev.0 Provides documentation of incidents that have occurred involving all amusement ride ©f calendar year (Aﬁgrﬁg SREqNugﬁAdL
and structuresincidents musbe reported to L&l within 24 hours of happening then OPR
Documentation may include but is not limited to: date of incident, type of incident, Transferto Washington State
outcome of incident, police reports and fatality records. Archives for appraisal and
selective retention.
90-01-45364 | Closed Electrical Citations Retainfor 6 years after NONARCHIVAL
Rev.4 Provides documentation of evidence and fees paid regarding licensing and certificati( closed NON%SPSRENT'AL
violations. then
Destroy.
07-04-61469 | ElectricalClass B Permits Retainfor 6 years after NONARCHIVAL
Rev.1l Provides documentation dhe purchase ouse of electrical inspection permits. permit issued NON'(EDS;?ENT'AL
then
Destroy.
03-04-60515 | ElectricalField Evalation Retainfor 6 years after NONARCHIVAL
Rev.1 Providesoriginaldocumentation ofrequests for evaluations of installation and report of| request approved NON%?RENT'AL
findings then
Destroy.
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8.8 ELECTRICAL ADMINISTRATIORFICE NUMBER 480

The activityrelating to the administration of the electrical program including amusement rides/bungee jumping device incidents

I,D'-\ILSJ'IF')Sg:R-’rIITOYN DESCRIPTION OF RECORDS DIEIEQES,I\gI(g)l\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
09-01-61923 | ElectricalPermits Inspection System (EPIS) Filéecess Denied/Request Withdrawn Retainuntil access denied off NONARCHIVAL
Rev.0 Provides documentation aflectricians who have been denied access or who have | request withdrawn NON%SPSRENT'AL
withdrawnld KSA NJ NEBIlj dzSad T2 NJ | 4{ne peamit systen (R&iRSeel| then
DAN 0809-61862) Destroy.
09-01-61923 | ElectricalPermits Inspection System (EPIS) Filéscess Granted Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation &t SOGNRAOA I ya ¢K2 KI @S NIBireS | accessterminated NON%SPSRENT'AL
permit system (PAIRSsee DAN 089-61862) May include but is not limited to: then
application and approval letters. Destroy.
09-01-61925 | ElectricalSettlement Agreements Retainfor 6 years aftedate NONARCHIVAL
Rev.0 Provides documentation aflectricians or electrical contractors who have requested a | Of settlement agreement NON'(EDSPSRENT'AL
settlement agreement for citations then
Destroy.
90-01-45370 | ElectricalTesting Laboratory Accreditation Files Retainfor 6 years after NONARCHIVAL
Rev.l Provides documentation dhformation provided by electrical testirigboratories seeking| €xpiration of license NON'(EDSPSRENT'AL
accreditation Includes original and renewal applications and correspondence then
Destroy.
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8.8 ELECTRICAL ADMINISTRATIONFICE NUMBER 480
The activityrelating to the administration of the electrical program including amusement rides/bungee jumping device incidents
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;EII\IJSDI\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN]
09-01-61927 | Electrical Training Programs Retainfor 6 years after NONARCHIVAL
Rev.0 Provides documentation afpproved training programs between the agency and course cancelled or course NON%SPSRENT'AL
Washington State collegemdividuals who attend the courses get credit which goes | Material superseded
toward their certification then
Destroy.
92-06-50508 | ElectricalVariance Files Retainfor 6 years after ARCHIVAL
Rev.1 Provides documentation aequests to vary from law and the responses generated frof vVariance expired mﬁgﬁ'ggé&”ﬁ&
those requests then OPR
Transferto Washington State
Archives for appraisal and
selective retention.
85-02-34953 | Inspectors Working Files Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentation dfispections after permit has been issudgformation is permit becomes active or NON%??QENT'AL
entered in PAIRS (See DANOBS1862); however, paper documentation is also create( inspection complete
and maintainedMay include but is noimited to: documents received from customers ¢ then
other related parties and notes made by the inspector Destroy:.
8. SPECIALTY
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8.9 ELECTRICAL ADMINISTRATEIENECTRICAL PLAN REVBEWFICE NUMBER 482

The activityrelating to the review of electrical plans submitted by private and public entities

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN]) DISPOSITION ACTION

85-01-34911 | Plan Review Log Sheets Retainfor 3 years afterend NONARCHIVAL
Rev.1 Provides documentation aonstruction plans received dailjhe plans are assigned a | ©f calendar year NON(E)IS:;ENT'AL
number and become a project under DAN®DB45367. then
Destroy.
90-01-45367 | Plan Review Projects Retainfor 6 years after NONARCHIVAL
Rev.3 Provides documentation dhe electrical plameview project that is either approved, project closed NON%IS:%ENT'AL
disapproved, or returned with no action takef project review is completed when the then
review is doneThe project is closed out when the project review is paidlforare Destroy.

instances a project review will have no daes, at whih point it would be considered
closed Documentation may include but is not limited to: worksheets, billing informatio
and correspondencePlans are returned to the private or public entity in which they
originated

8. SPECIALTY
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8.10 ELEVATOR PROGRAMFFICE NUMBER 485

The activityrelating to the management of all elevator and other lifting devices or conveyances docuimenting elevator inspections,

installations, investigations, and elevator mechanic licensing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
10-10-62333 | Conveyance Alteration Applications Retainfor 2 years after NONARCHIVAL
Rev.0 Provides documentatiofrom businesses requesting a permit for alterations on a expiration of license NON(E)IS:;ENTIAL
conveyanceThe requests submitted to L&l in the form of an applicatiorhe permit is then
created and emailed to the requestefhe permit isnaintained under DAN 800-26198 | pestroy,
for 6 years after the conveyance removal in the Conveyance Management System ((
The application request expires after one ydathe request is renewed, the expiration
date is one year after the renewal dafEhe Elestor program will receive notice when th
alteration is complete
09-09-62088 | Conveyance Incident/Accident Investigations Files Retainfor 1 year after NONARCHIVAL
Rev.3 Provides documentationf all conveyance incidents and accidemsy include but is not | investigationresolved NONE)IS:;ENT'AL
limited to: incident report and investigation documentation. then
Destroy.
10-05-62199 | Conveyance Inspection Files Retainfor 6 years afterdate NONARCHIVAL
Rev.0 Providesoriginaldocumentationpertaining to all conveyance inspectiofecords include| of inspection NON%SPSRENT'AL
but are not limited to: annual and neannual inspection results, which includes: techni¢ then
supplemental, reénspection, voluntary, after hours, jump and failed jump, temporary u Destroy.
failed alterations, and unsafe/red tagged inspectionenglwith removal results,
customer corrections and extension letters
8. SPECIALTY
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8.10 ELEVATOR PROGRAMFFICE NUMBER 485

The activityrelating to the management of all elevator and other lifting devices or conveyances docuimenting elevator inspections,

installations, investigations, and elevator mechanic licensing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQES,I\gI(g)l\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
80-10-26203 | Gonveyances Removed or Deleted Retainfor 6 years after NONARCHIVAL
Rev.3 Provides documentatioto free identification numbers when building is destroydtedia; | documentation of NON%SPSRENT'AL
paper and electronic conveyance removed
then
Destroy.
10-12-62311 | Elevator Mechanic Exams Retainuntil score entered NONARCHIVAL
Rev.0 Providesa pass (100) or fail (0) record of exams taken by individuals who have requey and verified NONESSENTIAL
: . . . OFM
an elevator mechanics or primary point of contact licer®esults are documented underl  then
DAN 0812-61956, which has a 25 year retentidixams are considered confidential and pestroy,
mug be shredded when cubff/retention has been met
10-12-62309 | Elevator Mechanic License Applicatiogd emporary Retainuntil expiration of NONARCHIVAL
Rev.0 Provides documentatiofrom individuals requesting a temporary elevator mechanics | license NONE)IS:fAENT'AL
license to perform work in the conveyance industfgmporary licenses are issued for a| then
day period When a temporary license expires, the former application becomes null ar Destroy.
void and mechanics must resubmit another applicatidistory of all temporary mechanig
licenses issued is maintained under DANL@& 1956, which has a 25 year retention
Temporary applications are considered confidential and must be shredded euten
off/retention has been met
8. SPECIALTY
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8.10 ELEVATOR PROGRAMFFICE NUMBER 485

The activityrelating to the management of all elevator and other lifting devices or conveyances docuimenting elevator inspections,
installations, investigations, and elevator mechanic licensing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)ESII\'TTIS\II\'AACI:\'T?ON DESIGNATION
NUMBER (DAN)

10-12-62307 | Elevator Mechanic Licensing Applicatiog©riginal and Renewal Retainfor 6 years after date | NONARCHIVAL
Rev. 0 Provides documentatiofrom individuals requesting a fttiime elevator mechanics of inspection NON(E;'\SAENT'AL
license, or elevatocompanies and contractors requesting a licettsperform work in the| then
conveyancendustry. First time (original) applicatioreze reviewed to determine that Destroy.

individuals, companies, and contractors meet the minimum qualifications to receive g
license Docunentation alsaincludesmost recent renewal application.

All individual, company, and contractor mechanical licenses and history are maintain
under DAN 08.2-61956, which has a 25 year retentidndividual, company, and
contractor mechanical licenses engafter 2 years.

Expiration of license means: a license is not renewed, or an individual retires or pass
away, or a company goes out of busing3sginal and renewal applications are
considered confidential and must be shredded whendafiiretention has been met

10-12-62308 | Elevator Mechanic Superseded Renewal Applications Retainuntil superseded NONARCHIVAL
Rev. 0 Documentation includeformer renewal applications for fullme elevator mechanics, then NONE;'\SAENT'AL

elevator companies and contracto@nce an application is renewed, the former renew: pestroy,
application is nulandvoid andcan be destroyedRenewal applications are considered
confidentialandmust be shredded when cwiff/retention has been met

8. SPECIALTY
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8.10 ELEVATOR PROGRAMFFICE NUMBER 485

The activityrelating to the management of all elevator and other lifting devices or conveyances docuimenting elevator inspections,
installations, investigations, and elevator mechanic licensing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS D|FSQ|EQESI|\I1II(§)[\IJ\IAACI:\ITI?ON DESIGNATION
NUMBER (DAN]
09-09-62087 | L y & LISCoiivaysda/orking File Retainfor 18 monthsafter NONARCHIVAL
Rev.1l Provides documentatiopertaining to anualinspectionswhich is entered into the date of inspection NON(E;'\SAENT'AL
Conveyance Management System (CANIBgelectronic record is the original. then
The working file mainclude butis not limited to paper copies oannual and norannual Destroy.
inspection resultswhich includes:
9 Technica) supplemental, rénspection, voluntary, after hours, jump and failed
jump, temporaryuse, failed alterationand installationsand unsafe/red tagged
inspections, along with removal results, customer corrections and extension
letters. Media: paper.
Original documentation is maintained electronically in CMS and kept for 6 years after
investigation is completéData may be entered into CMS by inspectors or by headquat
staff.
80-10-26198 | Master Conveyance File Retainfor 6 years after NONARCHIVAL
Rev.6 Provides documentatiopertaining to conveyaneemeeting department prescribed codg documentationof NON%SPSRENT'AL
and inspection resultRecordsnayinclude but are not limited toinstallation applicationg conveyance renewal
and permits, installatiofinal inspectiondocuments, letters from owners, variances, dat{ then
reports, one and five year safety tesend unsafe/red taggedocumentation Media: Destroy.
Paper and the electronic Conveyance Management System (CMS).
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SNS

Office of the Secretary of State
Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

8.10 ELEVATOR PROGRAMFFICE NUMBER 485

The activityrelating to the management of all elevator and other lifting devices or conveyances docuimenting elevator inspections,
installations, investigations, and elevator mechanic licensing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQES,I\IJI(?I\II\IAACII\]T?ON DESIGNATION
NUMBER (DAN]
98-01-58262 | Plan Review of Conveyance Installation Retainfor 6 years afterplan NONARCHIVAL
Rev.3 Provideggraphicdocumentationof approved commercial and residential installation review complete NON(E)IS:;ENTIAL
design Media: paper and electronic. then
Destroy.
8. SPECIALTY
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8.11 BVIPLOYMENT STANDARPSHFICE NUMBERO

The activity relating to employment standard complaints, investigations, assignments, child and farm labor, along wgtpésmita to employ

minors.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQESII\IJI(?I\II\IAAC':\ITI?ON DESIGNATION
NUMBER (DAN)
17-08-69119 | Employment Standards Variances Retainfor 6 years afterthe NONARCHIVAL
Rev.0 Records relating t&mployment Standards variances includes submininuages variance has expired NON%SPSRENT'AL
applications Child Labovariances then
Includes, but is not limited to: Destroy.
1 Application materials, copies oértificates to employ workers with a disability at
subminimum wage rate and copies of approved variances (issued pursuant tg
RCWA49.12.105 and WAC 29526-130);
1 Application materials and copies of variances to allow for variances from WA(
rules chapter296-125 and 296126.
80-03-24360 | Employment Standard€omplaints, Investigations and Wage Claim Assignments Retainfor 6 years after NONARCHIVAL
Rev.7 Documentation pertainingp Wage Claim Assignmenf3aid Sick LeavPyotected Leave, mv_estlgatlon_complete or NON%SPSRENT'AL
Farm LaborEqual Pay Opportunitieend Child Labor complaints and investigations action on claim resolved
conducted by the Employment Standards agents then
Includes, but is not limited to: Destroy.
1 Collected wages for employees and material that verifies payment or non
payment of claims
9 Citations, correspondence, investigative files, agent notes, supplemental
information provided bythe parties.
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8.11 BVIPLOYMENT STANDARPSHFICE NUMBERO

The activity relating to employment standard complaints, investigations, assignments, child and farm labor, along wgtpésmita to employ

minors.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
74-07-05536 | Farm Labor Contractors Licenses Retainfor 6 years after NONARCHIVAL
Rev.4 Records relating téssuing andecording licenses for farm labor contractors and, on rar{ €xpiration of license NON%SPSRENT'AL
occasions, the revocation of a license then
Includes, but is not limited to: Destroy.
1 Applicationscorrespondence, and copy of license.
17-08-69120 | Farm Internship Program Retainfor 6 years after NONARCHIVAL
Rev.0 Records relating toeview and approval of farimternship programs and the denial of | @pproval has e>_<p|r('ed or finall NONESSENTIAL
approval letter of determination for OPR
Includes, but is not limited to: programs that are not
. . . approved
1 Notices (received, approval, denial, closure); then
1 Applicationsand certificates;
1 Interview forms: Destroy.
1 Complaints.
80-03-24358 | Minor Worker Injury Report Review Retainfor 6 years after NONARCHIVAL
Rev.3 The Department of Lab@nd Industries receives the minor injury report from Departmq report reviewed NON'(EDSF;ENT'AL
of Revenue to review workers compensation claims for possible child labor violations  {hen
violation is reported, it will be transferred to Employment Standards Complaints,
Investigations aniVage Claim Assignments (DANGEBR24360) for investigation. If no | Destroy.
violation is reported, it is closed after reviewed.
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DSNS

Office of the Secretary of State

Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

8.12 PREVAILING WAGBOFFICE NUMBER 495

The activityrelating to the payment of hourly wages to workers employed on public works projects or employed under building maintenance

agreements of the state, county, municipality or political subdivisidheo$tate.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
10-05-62201 | Certified Project Payrolls Retainfor 3 years after NONARCHIVAL

Rev.1 |t N2P@OARSa R20dzySyidl dAazy 27 o SfebibrisetdrégRestkdd request completed or NON(E)ﬁl\SAENT'AL
identify workers and paymenThe employer must provide payroll documentation from | cancelled
the start of the work performed through the completion of work performdidimerous then
requests may be made for the duration of the projéRequestsnay also be cancelled at Destroy.
any time during the projecRetention determination by WAC 29@7-320. These records
R2 y20 AyOfdzZRS /tQa T2N 2Ly Ay JSe32486DI
for 6 years.
09-10-62125 | Prevailing Wage Complaint, Investigation and Notice of Violation Files Retainfor 6 years after NONARCHIVAL
Rev.1 | Providesdocumentation of response to complaints investigated by Prevailing Wage a{ investigation complete and NON%SPSRENT'AL
pertaining to Prevailing Wage claims and resolution of investigatiasumentation also | @Ppeal period expired, or
includes intents and affidavits filed dehalf of subcontractors, which are investigdt final legal action
and receive notices of violations. then
Destroy.
74-07-05532 | Prevailing Wagdntents and Affidavits (PWIA) Retainfor 6 years after NONARCHIVAL
Rev.2 Provides documentationdf O2 y i NI O 2NRa Ay dSyd G2 L receiptof affidavit NON%SPSRENT'AL
project and verifies that contractors comply with requirememfitso provides then
documentation of wages actually paid by a contractor on a public works project by jo Destroy:.
classificationsMay include correction notice82% of intents and affidavits are filed
online in the PWIA system by contractors.
8. SPECIALTY
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8.12 PREVAILING WAGBOFFICE NUMBER 495

The activityrelating to the payment of hourly wages to workers employed on public works projects or employed under building maintenance
agreements of the state, county, municipality or political subdivisidheo$tate.

I?’-\ILSJ'IF')gg:R-’rIITOYN DESCRIPTION OF RECORDS DIEIEQES,I\gI(g)l\II\IAACII\ITI?ON DESIGNATION
NUMBER (DAN]
09-10-62120 | Prevailing Wagdntents and Affidavits (PWIAY Paper Copies Retainfor 6 monthsafter NONARCHIVAL
Rev.1 Documentationofr O2y G NI} OG2NR&a AyaSyd G2 LI & L dataentryconplete and NONESSENTIAL
and verifies that contractors comply with requiremendl information is entered into the verified OFM
PWIA system bgentral office staffOnly 12% of intents and affidavits are received in then
paper. The paper documents are considered secondary once entered into the system Destroy.
09-10-62122 | Prevailing WageRates for Public Works Contracts Retainfor 10years after ARCHIVAL
Rev.0 The wage rates listed in these records are the minimum rates which must be paid to | Publish date mﬁgﬁg@?ﬁiﬁ%—
workers, laborers or mechanics employed on public works contracts. then OPR
Transferto Washington State
Archives for appraisal and
selective retention
09-10-62121 | Surveys Received Without Data Retainfor 6 monthsafter NONARCHIVAL
Rev.0 Surveys received frommployers that have been signed but do not contain any published NONEIS:;ENT'AL
information on employee hours worked and wage data then
Destroy.
93-01-51894 | Wage and Hour Survey Retainfor 3 years after NONARCHIVAL
Rev.3 Provides documentation afiage and reporting data and calculations used for publishiri Published NONE;'\SAENT'AL
then
Destroy.
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8.12 PREVAILING WAGBOFFICE NUMBER 495

The activityrelating to the payment of hourly wages to workers employed on public works projects or employed under building maintenance

agreements of the state, county, municipality or political subdivisidheo$tate.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFS{IEQES,I\IJI(?I\II\IAAC’:\IT?ON DESIGNATION
NUMBER (DAN]
09-10-62124 | WageUpdate Responses Retainfor 1 yearafter date NONARCHIVAL
Rev.1l Responses to the wagedates made by the uniong/age updates are done twice a yed Wage update is effective NONESSENTIAL
. . OFM
They are effective 30 days after completion. then
Destroy.
8. SPECIALTY
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9. CUSTOMER SERVICE PROGHAMAGIONAL SERVICE LOCATIONS

This section covers records relatingthe Customer Service Program, at each L&I Service Location throughout thél siatecords include processing
documents, copies of permits, Electrical program warning letters, and copies of fiscal records.

See theState Government General Records Retention Schfmfidditional records series related to banking, cash receipts, and mail

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\ITTIS\IJ\I:CI:\IT?ON DESIGNATION
NUMBER (DAN)

08-09-61864 | Customer Service Program Processing Documeiiregion Copy Retainfor 2 monthsafter NONARCHIVAL

Rev.1 Secondary copies of all types of documethiat are processed at the customer service | €nd of month NONESSENTIAL
counter and forwarded to the Central Office in Tumwater to be maintained in the orig| then OFM

files. Documents processed for various L& programs may include but are not limited | pestroy,
General and Specialty Contractoegjistrations and Electrical, Elevator and Plumber
licenses, along with other miscellaneous business areas such as Prevailindiaiage
AyOf dzZRS o6dzi Aa y28 tAYAGSR G2Y | LI} A Ol
certificates and intents and ffidavits.

Note:Does not include Electrical and Factory Assembles Structure peseg<DAN 089
61863.
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REGIONAL SERVICE Pagel050f 120
LOCATIONS



AT

Office of the Secretary of State
Washington State Archives

Department of Labo®& IndustriesRecords Retention Schedu

Version 1.9June2020

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEE(T)ESII\'TTIS\II\'AACI:\'T?ON DESIGNATION
NUMBER (DAN]
08-09-61863 | Applications for Permitg, Paper Copy Retainfor 2 yearsafter date NONARCHIVAL

Rev.2

Applications, affidavits, and worksheets either faxed or hdalivered to the customer
service counter and used to process all types of permits, such as Electrical, Elevator
Factory Assembled Structures (FAB)ce the information is entered into the Permit ang
Inspection Records System (PAIRS), the paper copies become sec®hdarsiginal
documentation is maintained electronically for 6 years under DARD&1862.
Note:hy f & W{ GNHzOGdzNJ £ Q | LI AOFGA2ya FNB Tl
NB @ Afs i Getermined that a plan review is necessary, the original application is maile
the Central Office andhaintained for 6 years under DAN-0260223 .

Note:If a service location issues a permit for work to be completed in another county, the

paper documentation should be sent to and maintained by that service locatibiie service
location at which the pernmit was issued.

of issuance
then
Destroy.

NONESSENTIAL
OFM

09-07-62080
Rev.0

Electrical Correction 15 Day, 5 Day and Final Warning Letté\® Citation Issued

Letters, sent by the Customer Service program on behalf of the electrical program, w
are notifications that electrical corrections have not been made in a timely mamher
letters warn individuals/businesses of possibtasequences if they do not comply, such
as citations and/or power disconnectiaribthere is no response, the Electrical
Administration takes whatever action is approprigkéfteen day letters are sent firdf a
response is not received within ttadlotted timeframe, the 5 day letters argent out If no
response is received a warning letter is sent stating the action(s) that will be. fBken
letters are created in PAIRS; however, they cannot be recreated once printed, so a p
copy of the letter in paper form, must be maintained.

Note:If a citation is issued, the letters become a part of DAR985364 and are kept for 6
years after the citation is closetihey are no longer thesponsibility of the Customer Service
Program

Retainfor 3 yearsafter end
of month

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN| DISPOSITION ACTION
74-07-05351 | Industrial Insurance Payment On Account (POA) Fiscal Files Retainfor 1 yearafter date NONARCHIVAL
Rev5 Provides scondarydocumentation of Industrial Insurance checks processed at the of document NON(E)IS:;ENT'AL
customer service counter and mailed certified to the Seattle LocKiday include, but is then
y2i tAYAGSR G2Y RIFEAfE@ GNXyavYAGdlrfas tHpestoy
9. CUSTOMER SERVI(
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10. LEGACY RECORDS

This section covers records longer being created/received liye Department of Labor and Industries which hge¢to reach their minimum retention

period.
DISPOSITION
AUTHORITY DESCRIPTION EECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
89-10-45070 | Microfiche Medical Bills Retainfor 25years afterend NONARCHIVAL
Rev3 Provides documentation of all incoming nieal bills to be processed by Medical of month NON%SPSRENT'AL
Information and Payment System (MIPS). then
Destroy.
02-MM-60341| Microfiche Produced byMedical Payment System Retainfor 25years afterend NONARCHIVAL
Rev2 Original microfiche sets of reportieveloped and received pertaining to making payme of month NONESSENTIAL
. . e OPR
drug reports, data development and various operations progress reports viithdical then
Information and Payment System (MIPS). Destroy.
98-01-58214 | Monthly LINIIS System Repert Retainfor 10years afterend NONARCHIVAL
Rev3 Provides documentation aflaims activity for Insurance Services Monthly Managemen of month NONE;S'ENT'AL
Report. then
Destroy.
02-10-60473 | Right to Know Billing Statements Retainfor 6 years afterend NONARCHIVAL
Rev2 Provides documentation a&ceipt of payment for enforcement of the Riglat-Know of month NON%SPSRENT'AL
(hazardous chemicgbrogram. then
Destroy.
o o i
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DISPOSITION
AUTHORITY DESCRIPTION EECORDS DIFSQIEQES,I\IJI(?I\II\IAACII\]TI?ON DESIGNATION
NUMBER (DAN]
99-09-59295 | RPMc All State Funds Retainfor 12 years afterend NONARCHIVAL
Rev2 Provides documentatiofor statistical tables of all state fund firms experienceng term | of month NONESSENTIAL
. . . . . . OFM
history has a significant impact in the Industrial Insurance Rate developing process. | then
Destroy.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscaheisesvidential and
informational or research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archivésdividual basis.

Public record will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State ArchiRecOAdSAlot selected
for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public recordswvhich possess enduring legal and/or historic value and must not be destrogtdtegovernment agencies must transfer these record
to Washington State Archive@VSA) at the end of the minimum retention period
WSA will not sample, weed, or otherwise d&® 2 F NBO2NR&a FAGUGAY3I GKS NBO2NRa aSNARSa RS&aONX
removal of duplicates.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possiblalisposition actions include transfer to Washington State Archives and destruction

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approveddtgitiRecords Committee.

Essential Records
Public records thastate government agencies must have in order to maintain or resume businestdicoity following a disaster While the retention
requirements for essential records may range from very shtetm to archival, these records are necessary for an agency to resume itsfooations
following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archidesiae aditio Chapter 40.10C0RV.
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Non-Archival
Public records which do not possess sufficient historic valge t 6 S RS & A 3y | (i Agéncieésimust retiidiese@acdrds dor the minimun
retention period specified by the appropriate, current records retention schedule.

Agenciesshould destroy these records after their minimum retention period expires, provided that the records are not requirgdltifom, lppublic records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not requireid order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RC'

OFM (Office Files and Memoranda)
tdzof AO NBO2NRa ¢KAOK KI @S 0SSy RSaA3aIylFIGSR a ahFFAOS CAfSa IyR
RCW 40.14.01€ Definition and classification of public records.
OHO GhTFAOS FAtSa YR YSY2NIyRI AyOfdzZRS &dzOK NBO2 NRa tsnbt alideeNdiiked ada olaBsSigtl @
official public recordsguplicate copies of official public records filed with any agency of the state of Washington; documents and reports nredénfernal

administration of the office to which they pertain but not required by law to be filed or kept with such agencyhandaruments or records as determined by tt
NEO2NR&a O2YYAGGSS G2 06S 2FFAOS FA{Sa YR YSY2N} yRI ¢

OPR (Official Public Records
tdzof AO NBO2NRa ¢KAOK KI @S 0SSy RSaAIYFGSR da GhFFAOAFIT tdzomtAO w
RCW 40.14.01€ Definition and @ssification of public records.
OMU GhFFAOALE Lzt A0 NBO2NRa aklff AyOfdzRS |ff 2 NatENaldiy of eeydzénkaStiddiralating
receipt, use, and dispositiaf all public property and public income from all sources whatsoever; all agreements and contracts to which the statingtMiastany
agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the stateiogidasr any agency thereof; all records or documer
NBljdZANBR o6& fl g (G2 0S FA{SR 4AGK 2N 1SLIW o6& Fye | ISWAd SRT oK Si KBG INBD 24
2FFAOALE Lzt A0 NBO2NRAE P&

Public Reords
RCW 40.14.016 Definition and chssification of public records.
GX ¢KS GSNXY bllzmfAO NBEO2NRab akKkff AyOfdzRS Fye LI LISNEnd@eoNNG @dpargning,
machinereadable material, compact disc meeting current industry ISO specifications, or other document, regardless of physicah&auteristics, and
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including such copies thereof, that have been made by or received by any agency of the state of Washowgtonaction with the transaction of public
odzaAySaaxe

Records Series

A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred amyddsas a unit. A records
series may consist of a singlepg of form or a number of different types of documents that are filed together to document a specific function

StateRecords Committee
The committee established by RCW 40.180to review and approve disposition aftate government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney, Géfiezadfthe State Auditgrand the Office of
Financial Management.
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fraud investigations............c.cocoociiiiiinn 75 DOIETS. ..o 83, 84
providers ....................................................... 77 commercial CoaCNES. ....ove 86
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safety and health standards.......................... 61
inspectors
MONthIY 10gS....ooiiii 87
WOrKing files........ccvveviiiiiiie e, 93, 98
installer monthly certification tag reports.......... 389
insurance (risk management)................ceceeee. 11
invedigations
discrimination/claim suppression................... 75
employment standards..........cccccceeeeeiiinnnnnns 100
fraud......ooooiii 75
PrOVIAEIS. ...veiiiiiiiiieee e 77
prevailing Wage..........vviiiiiiiinieeeeeeeeeeeeee 102
validity/activity checks...............ccccvvvrvrrinnnnnns 76
J
job hazard analysis.........cccccceveeeiiiiiicciiee 10
L
labels (HUD).....ccoooviiiiiiieeeee 87
laboratories
INSPECHIONS....eeeeiiiiiieeiiiiiee e 2
material (certification)............ccccceevviiiiennnnn 71
NOtEDOOKS.....cco i L 2
[EAVE.....oi e see SGGRRS
legal affairs........ccocceveeeiiiiiiee, see SGGRRS
licensing
charter boat operators...........ccceeeeeeeeeiiniinnnns 63
elevator mechanics............ccooevvveeereerennnnn. 96, 97
EXPIOSIVES. ... 53
farm labor contractors.............cccooeecvvvvnnnnn. 101

licensing/registration/certification....................... 18 [e)
LINIIS system reports......ccoeveeevvinneeievinienenens 108
ombudsman (industrial insurance)..................... 9
opioid prescriptions (reports)........ccccevecvveeeernnn 17
M (O15] 2 VANCT0 10 N (oo - see SGGRRS
Mail SErVICES.......ccovvviiiieiiiiieee e, see SGGRRS outreach Classes (OSHA) ..o vvvvrrssssssc 65
mass adjustment ogrational records.................. 46
master files P
CONVEYANCES ...cuvuuieeiiiiiiieeeeeeinnseseseerinneeseen 98
specialty compliance services....................... 79 paid sick leave (complaints/investigations).....100
material safety data sheets (MSDS) patient medical rects. .........cceovvviiee e 7
evaluations/translations. ..., 56 PAYIOll......cooreiii e see SGGRRS
medical bills (MIPS)........ccoovveiereeeeeeeeeena 108 penality books (safety and Health compliance) 60
Medical Information and Payment System (MIR5) pension (benefit accounts/screen reports)........ 30
data entry batch cover sheets....................... 32 permits
Medical FECOTTS. ........cveeeeeeeeeeeeeeeeeeeerererereeeeen, 7 applications............ccooiiiiin 106
meetings ______________________________________________ see SGGRRS electrical. ..., 78
MEMONial SEIVICES......cveveeeeeeeeeeeeeeeeee e 8 ClasS B 91
MENtOFNG PrOGraML.........cveveveeeereeeeerserreeeeeenas 20 factory assembled structures (FAS).............. 78
minor worker injury (=] 010] ¢ & T 101 radio signaling.........ccceeveveieee e, 53
minutes (boards/committees).............. see SGGRRS plan reviews (conveyangestallations).............. 99
mobile homes (complaints).............cccccccvevneee. 89 plumbers exams (drawing portions).................. 90
MOtor Vehicles........cccocvveveveveeeeeeeenen. see SGGRRS plumbing (infractions)..............cccooind 85
policies/procedures............cccoeevevunnnns see SGGRRS
policy program NiStOry..........ccocceveveeiniiieneennnnne 24
N potential unregistered employers..................... 38
. preferred worker statistics............ccccceeeeeeeinnnee 27
non-compensable claims .
industrial INSUraNCe...........ccccoeeeeeeeeeeeeeeeeeeees 17 prelm_wmary payment summary réports.............. 33
harcopies/microfiche (prior to June 1994) 18 preml_umrates .............................................. 14, 15
seltinsurance...........___ 7 50 TEVIEWS. ..ttt s e e e e e e e e eeeeeeeeeeeeeeeeeeennnes 15
Pressure VESSEIS......oovieeeeeiiiiiee e 83, 84
prevailing Wage.........coevvveeeeeiniiienee e 102, 103
intents and affidavits.........ccccccceeeevinnns 102, 103
SUIVEYS. ...ttt e e 103
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UNIONS..ceiiiiiiiee et e eiiaee e steee e seaeee e ee 104
providers
ACCOUNTS.....euiieeeieiii et 43
fee schedules.........cccii 41
medical bill audits............ccccciiiiiiiiinnene 44
peer review/complaints............cccceeeviiieeeennns 44
registration...........ccccovevvveeeeeeeee 33
remittance adviCes............vveeeeriiniiiiieiiinnnn 33
public disclosure................ccccoevviinneens see SGGRRS
public records requests............cccco...... see SGGRRS
PUblicationsS..........ccovvniiiieiiiiieee e, see SGGRRS

Q

guality assurance

checksheets/reports.......cccoeeeveiviiiiiieieeeeieeee, 76

FEVIBWS...eeiiiiieeeeee ettt etee et e e e e e e s e s eeneeeeeees 21
quality control (laboratories)..........ccccccvvveeereennn. 72
R
radio signaling (Permits)........cccccceeveeeeeeeeeeeeeennn, 53
rates (PremiumsS).......eeeeceeeeeeieiee e e eeeeeeeeeeeeeeeeanns 14
recognition Programs..........cceeevvveeeeiriireeeeennnnndd 69
records management.........cocceeevnunneen. see SGGRRS
reference summary reports........cccoccvveeeeinineennn. 34
remittance adviCes.........ccccovuveeeeiiiineeeeniiiieeenn 46

provider/claimant.............occcuiiiiiiiiiiinin, 33
FESEAICH ..ottt 51
retrospective ratings..........cccvveeeeeeeeennnnnnnnns 16, 39
Rightto-Know billing statements..................... 108
risk management.........ccoccveeeeinineneenn. see SGGRRS

S OSHA outreach classes.........ccccceeviiieeeennns 65
program history files........ccccccceiiiiiiiiiiniennnen, 20
safe |OgS .............................................. see SGGRRS transitoryrecords _________________________________ see SGGRRS
safety and health standasd LLE= 1<) PO see SGGRRS
development.......cccoeeveeee e 59
INSPECLIONS......uvviiiiiiiiee e e 61
VAMANCES.......cvvereereeeeeeeeeeieeeseeeen s 52 U
Safty g ACheun Recogmon TOOEDE! unla g
SECUIMY eeeee et e et see SGGRRS unions (Prevailing Wage)........coessvvresssvevess 104
selfinsured employers.........cccoocveveeiniiiiien e 47
service request releases.......occoveveevviieeeeeeeenn, 46 \V/
settlement agreements (electrical).................... 92 _
special assistant attorney general lists............. 22 variances
Spouts (Certification_) __________________________________________ 62 electrical ........................................................ Q3
structured settlement.............ccccceveveveveveeccnnne, 23 employment standards................cccooene. 100
studies (research)..........ccc.......... see also SGGRRS safety and health standards.......................... 32
research and data ServiCes.....m i, 12 VehiCles.......oo o see SGGRRS
SUD-ClasS EXPENENCE.........covveeeeeerereeeeerereieians 36 visitor books/I0gs.............cociiiiinn see SGGRRS
surities (Semnsured emp|oyers) _________________________ 48 vocational rehabilitatiorcounselors.................... 26
surveys (prevailing Wage)...........c.ccccveeeveunane.. 103 voluntary protection program............c.ccceeeeunns a7
T W
telecommUNICAtiONS.....e oo see SGGRRS W-2 fOrmS....oi 45
third party (legal actions/tracking).................... 22 wage and hour SUIVEYS............ccceeveeiirinenen, 103
tIMEShEELS. ... see SGGRRS  Wage claim assignments...........c.cooovvrinnnn. 100
EFAINING. . c..cvoceee e see SGGRRS ~ WaITANIS ..o see SGGRRS
asbestos abatement certification................... 57 Washington State Institutional Review Board
CIAIMS....voveecee e, 19, 20 (WSIRB)...oooo 51
course materiais (Continuing education) __________ 7 wellness programs .............................. see SGGRRS
DOSH SYMPOSIUML.......vveeeereeeeeeeseeeerseeans 64 workers memorial Services...........cccoccveeerinennen. 8
ElECHTICAL ... v 93 workplaceinjuries (SUrVeys)...........c.cooooeieene, 13
worksource vocational services specialists......28
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